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PREFACE 


‘We were in the thick ofa discussion in search of an appropriate title for an 
introductory course in Theatre. I felt my eyeballs turning for I was challenged. 
What could that title be? Iam way past retirement. Over forty years this is 
something I had been. involved in: the formulating of course titles, course 
descriptions, attending meetings to present them, defend them, and the like. All of 
‘a sudden, the moderator’s eyes met mine and he called on me. The only thing I 
had in mind was Shakespeare, so without hesitation, I blurted out: “The world’s 
astage.” I liked it myseif. As atitle, itis brief. Being Shakespearean, it sounded 
learned. I thought the response to it was favorable. But the best thing was it set 
people’s minds thinking and there were more suggestions that followed. Finally, 
‘The World’s a Stage” was one of three titles to be polished by a committee. 


But I didn’t stop there. “The World’s a Stage” still kept bothering me on my’ 
way home. Then, out of the blue, came an inspiration, To add the word ‘for’ so 
that the title would be “For the World’s a Stage.” 1 thought the idea and an idea 
came, That could be an expression of a justification of the course for new general 
education purposes. “For the World’s a Stage” would be a springboard to an 
exploration: into an understanding of the dramaturgy of theatre as communication. 
It would provide a motivaiion for the act of studying theatre. ‘It would be personal 
and global. 


I did the next best thing when I arrived home. ! called up the Department to 
have my idea on record and for consideration by the editorial committee. 


Even to myself, at this advanced age, the thought was a significant, 
momentous rhetorical experience. With one word, I changed the idea. It was 
made more consecrated, more instrumental: the power of language. 


‘Which brings me back to my present task of writing a preface. I think the 
narration of my experience with one word ---what it can do to open the ears, to 
place stars in one's eyes is appropriate for this task. For that is what the present 
book hopes to do: Open the eyes, the ears, to enable the individual to relate 
himself to his environment. 


‘The book has been well thought out and written. We congratulate everyone, 
faculty and students, who participated one way or the other, in making the writing 
of this book possible. The choice of the last item they included, the sample of an 
‘occasional speech’ is excellent. In one stroke, the book became Filipino, proudly 
Filipino. 


I thank the authors for this role they gave me, to write the preface, I feel 
honored and privileged to be part of the book even in this sense. 


wish every teacher and studeat user of the book a fruitful journsy towards 
acquisition of optimum speaking effectiveness. 


Alejandro J. Casambre, Ph., D. 
Professor Emeritus 


28 May 2002 


EXPLORING THE NATURE 
OF COMMUNICATION 
An Overview 


Objectives 


After reading this chapter you should be able to: 


1 
2 
si 


discuss the nature of human communication: 
construct a basic framework for defining communication; 


analyze the different models of communication and 
generate new ideas therefrom; 


dispel misconceptions about communication and 
reinforce basic concepts; 


describe the functions and values of human 
‘communication; 


differentiate the modes of communication; 
identify the levels of communication; and 


aynthesive the common elements of the spoach 
communication process. 
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INTRODUCTION 


Why speech communication? 


What other power [than eloquence] could have been strong 
‘enough either to gather scattered humanity into one place, or 10 
lead it out of its brutish existence in the wildereess up to our 
present condition of ctoiization as [people] end as citizens, oF, 
after the establislanent of social communities, to give shape to 
leas, tribunals, and civic rights? 


Cicero 
De Oratore 1.33 


Marcus Tullius Cicero (106-43 B.C), one ofthe greatest Roman oratofs and statesmen 
of his time, underscored the power of speech in the paragraph above. nour global age today 
the callstands strong. People need to talk. Families bcome united and stable by communi- 
cating. Communities and social groups bond together forthe attainment of shared goals and 
commitments, Fiatin democracy as a form of governmentin many countries i sustained 
through froedom of specchor communication Nations coalesce for the protection ef their 
‘common interests and purposes through ora! communication. Communicating leads to 
sharing: sharing leads to bonding; bonding leads to uniting. 


‘The Latin word “communis” ts divided into two par's, Com-miunis (commen, pubic). 
‘The inuial syllable in corrmnunia is com - together and the rest is mitia ~ duties. From this 
‘etymology one draws the sence of “working together.” A sense of sharing, a duty to work 
publicly with isthe gist of the word “communicate.” Without speech or oral corununication, 
sox ieties could not attain levels of civilization, communities could not organize into living, 
and working groups, mark and ritualize practices and traditions, debate and decide difficult 
issues, and transform society for its good. People need to talk, 


When the boy you admire doesn’t know you exist, you run to your best friend to ask 
for advice. You share on s one-on-one basis, When your family needs to sit in council to 
plan how to cope with a financial crisis, you share person ~to-person and with every person 
in thecircle. When husband and wife talk about rules of child-rearing, one person shares, 
intimately or dialogues with the other. When you are granted that first interview for a job 
you've always dreamed of, you talk with someone superior to you. 


When teachers communicate to ther students they need to share not only content 
Inut values as well. When a shop foreman communicaies inatractions to his men. he needs to 
‘motivate them towards a productive workethic. We could goon ad infiiturs. 


Oral or speech communication is the preferred form of communication because it 
flows spontaneously and directly between individuals. Although public speaking no longer 
defines the scope of human commumnication, its functions for « society are equally important 
to individuals and groups (Gronbeck etal 1994): 
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Speeches are used for, ve 
Just as church groups recite their creeds aloud and often, societies and 
communities engage in speech comumunication activities in order to define 
themselves or reafirm their common identity, indicate what they stand for, or 
‘what it means to have affinity toa group or organiza 


Speeches are used to disseminate ideas and information. 

Even into day/s proliferating media, much information needs to be 
disseminated in a personalized way. Leaders of nations talk to their people in 
mutters of grave interest: emergent societies or republics are galvanized by 
{Influential speakers who rally people to a cause. Civic and social action to 
change society stats in small groups that discuss, share, and think about vital 
{sues of common concern. 


Speeches are used to debate questions of fact, value, and policy in. 

communities. 

‘One could say that civilizations advanced when men learned the art of public | 
debate or verbal controversy instead of resorting to wenponry. | 
Facts are necessary to shed light on any situation. Values have to be clarified 

bby members of societies or groups in order to ensure the common good. Policy 

has to be arrived at rough a democratic consensus before any rational action. 


Speeches are used to transform individuals and groups. 

Speech communication in any form has to be persuasive to bring aboutchange 4) 
in the individual or ina group. Communities and groups have to adapt to A 
‘changes ia their environments and ways of life ifchange must occur. Speeches 1 
advocating change in order to spur growth of tie individual and groups in 
society can unlock doors to progress in any civilization. Changed attitudes # 
‘that lead to positive action in the individual become aforce when done 


If werelate the above functions to our everyday life, we cansay that communication in 
several instances holds the following, values for us: 


Communication helps us to define and understand ourselves and our environment 
‘Communication breaks barriers between two or more persons thus, 

leading to relationships. 

‘Communication creates bonding in groups and affirms the human need to belong. 
‘Communication facilitates cooperative action toward goal attainment, 
‘Communication informs and enlightens people for knowledge's sake and informed 
judgment. 

Communication leads to enduring friendships and intimacy between individuals and 
among groups. 

‘Communication enhances our understanding of and respect for different cultures. 
‘Communication opens avenues for growth of the individual and society. 
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‘Now that you've seen how important speech communication is, you'd liketo discover 
what communication & and how it works in reality 


THE NATURE OF COMMUNICATION 


In your mathematics class you ask your professor to explain how she arrived at the 
‘solution jast written on the board; as she finishes you nod your agreement. Then you hurry 
after clas to the dormitory and relish a lunch with your roommate who tells you she 
understands your moods. Atday’s end you attend a business meeting with a peer group that 
gives youa feeling of belonging, 


But when you return forthe weekend, your father complains that your tendy até 
ecke mannera You certalnly dlagroa but remain alent and walkelowly avay. Then a 
teennpediling with nose up in the alr complains about her olde iter being more 
privileged on the ue of theouse phone. Rater than get into an argument with your father 
caine, you withdraw to your room. Itseeme it’ oing to be along, Tong weskend. 


In both sets of examples there is communication taking place. But is one more 
effective than the other? Words, gesture, body movements, and even silence communicated 
feelings and ideas. If you think that the first examples charactyrize more effective 
communication than the second, what distinguishes the former from the latter? But before we 
‘can come up with a basic Gefinition of communication, we need to understand certain core 
[premiseson the nature of communication. 


1. Communication is a dynamic process. 


‘When something is in process, itis ever-changing, ever-moving and in a state 
‘of flux. The idea of process also indicates that there are no clear-cut markers when 
‘communication starts and when communication ends. Human interactions in the 
past affect communication in the present and present ones influence future 
exchanges. And it goes on. People, settings/ situations, évents, words and others: 
ace factors constantly interacting in the process. The interplay of those different 
elements in a continuum results in what Frank Dance (1967) describes as “something, 
that is in constant flux, motion and process....changing, while we are all in the very 
act of examining it.” 


When we describe the very process as dynamic, itis not a mechanistic notion 
‘of movement or activity as in a conveyor pushing groceries forward to the cashier; 
rather it isa more complex notion of dynamic change,one in which an indefinitely 
vast number of particulars interact in a reciprocal and continuous manne: (David 
Mortensen 1972). lf you take a pyramid ({hree-dimensional), from the base the 
tapering layers or levels can be visualized as successively smaller levels of activity. 
‘And each smaller level is itself a composite of interacting elements, all the possible 
elements relating to one another in an indefinite number of ways. Another analogue 
of this dynamic process is the activity of the nervous system. Lashley (1954) referred 
to the complex interacting forces at work in the human nervous system as ..an 
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activity notin terms of individual cells..but even the simplest bitof behavior requires, 
the integrated action of millions of neurons.” 


\ 
2. Communication is systemic 


[A system consists of parts or elements that comprise a whole. 
‘Communication is a complex process and it takes place within a set of systems, 
‘Communicators relate to one another in a system. The social setting they find 
themselves in is a gystem. The immediate physical environments also a system. 
ach of these systems influences or affects communication as they influence one 
‘another as well. A systemic view of communication has four (4) vital implications 
(Watzlawick, Beavin & Jackson 1967}: 


a) Communication is contextual. 


of own recon at comer 
AF iin eamatoteretoms understanding the process will come easy. 
fy ‘Communication does not transpire in a vacuumy it occurs amidst a 
Oh Steud or eting ia ninmedine pt sarod, Te 
Sa context of communication comprises physical characteristics such as seating 
rangement light sound, color physical space and the like, But beyond 
these it includes things ike atmosphere of ambience, of sociocultural 
background (Mortensen 1972). When person goes toa funeral parlor with 
the intent of paying his respects he enters a situation that i generally 
somber in mood. He will be communtcating his sympathy because the 
Context so requires. The emotional overtones ofthe situation will probably 
communicate warmth, solace or psychological comfort and affinity: The 
context engenders these sentiments and feelings 
Brockriede (1968) calls an “encompassing situation” or 
encompassing context when an elaborate st of implicit conventions and 
tres impose on an individual's behavior in given types or categories of 
tocial situations, such as the one mentioned above. Mortensen distinguishes 
between immediate and encompassing contents by pointing out the impact 
of particular socal situations es coratituting immediate contexts for 
‘communication whereas an encompassing context would influence a 
‘Communleator’s image of particular social situations. One's immediate 
Surrounding constitutes a context for communication. But the essence of 
context is extended to embrace ail social and cultural milieus, 


b) A system has interrelated parts. 

In any system the parts constitute a whole and so each component 
relics and depends on one another. This interdependence makes for efficient 
functioning of the whole. Ifevery part contributes chances are the system 
‘will work as a unit. Asan example, let’ take your speech communication 
class as a system. The parts are your professor, classmates, syllabus, 
textbook, references and your particular room (physical environment). Ad¢ 
to these the bigger system that encompasses your class system ~ the 
university and its policies and SOPs (standard operating, procedures), 
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Philippine society and its culture. How will changing your present stuffy 
room into a whitewashed air-conditioned one affect the commutication? 
How willa change in faculty to handle the course affect the system? How 
will the university's shift in emphasis from arts and letter to mathematics 
‘and the sciences affect your communication? In any event change in any of 
the parts will most likely engender change in the entire sysiem. 


©) The whole ts more than the sum of its parts. 


‘Communicators, messages exchanged, seating arrangement, 
lighting, sound aystem, ventilation and the like may comprise ary one 
particular communication situation. But treating these parts ikean 
arithmetic sum adding up to a whole misses the point. Herbert Hicks (1972) 
cites the sum of inputs isa bigger number, and not a case of 2424. The ” 
interaction of all the parts results in a synergy, where the output difers it 
quality and quantity from the sum of the inputs. 


4) Constraints within systems influence or affect meanings. 


“There is no ideal communication system, human or machine-fed. 
System constraints are features that influence our efforts at communicating. 
‘Meanings intended may bealtered, modified, watered down or even, 
distorted by these constraints, Systems contain physical constraints such as 
stiff chairs, a smoky room, stuffy air, poor lighting or even distances between 
communicators, Communicators may experience constraints when they 
perceivestatus differences among them (soclophysiological). Then there are 
also barriers of language, norms and customs (cultural constraints). 


“Thus, 2 systemic view of communication implies the following: one, 


communication can be understood only within its contexts; two, all parts of a system 


are interrelated; three, the whole is more than the sum of its parts; and four, 
communication systems contain constraints that affect meanings. 


3. Communication involves communicators. 


‘Speakers speak and listeners listen, that is obvious. But communicators... 
simultaneously and continuously speak and listen, thus rendering the labels 
“speakers” and “listener” not too accurate. 

Another problem with a speaker-listener view of communication lies in the 
fact that it may ignore the simultaneous exchange of messages between participants, 
Even while a listener may be verbally passive, he nevertheless sends messages with 
perhaps a nod, asmile or frown or whatever. The simple act of facing aperson 
speaking sends « message of wanting to listen at that particular moment. Thus, the 


speaker is doing things simultaneously - sending and receiving messages. This is also 


true with the listener. 
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Speakor-Listenor View: SPEAKER Tressage” LISTENER 
SPEAKER response” LISTENER 


‘Communicator View: COMMUNICATOR messages COMMUNICATOR 
a 


4. Conmunteation is irreversible. ~ Ont you sayjit Aver wornbing 7 DAE 


‘The adage “a man can‘t step in the same river twice” does point to the 
concept of irreversibility, “Human experience flows as a steam in a single direction 
leaving behind ita permanent record of man’s comunicative experience,” (Barnlund 
1970). Communicators have no way but to go forward from one moment to the next, 
froma present state to a future one. Like time running on and moving forward. 
communication progrewes in similar fashion: but this can build upon the significance 
‘or meaning of the present instant and succeeding events that unfold. 


5, Communication is proactive. 


‘Technical devices of advertising and propaganda ~ those media with their 
paradoxical messages ~ gradually break down our barriers of criticism glued to the 
TV screen, people become passive and apathotic...we are alla little bit slave to the 
{great television hypnosis (Meerloo 1968). Persons engaged in communicative 
‘behavior bring, themselves totally to the situation ~ their mental, psychological and 
emotional makeup, their world view, their self-image, etc. Far from being inert or 
passive bystanders, they are proactive communicates capable of seeing, perceiving, 
analyzing and shaping situations. Even while asleep, our brain does its work. It goes 
‘on processing like a giant factory of ideas, Author Langer (1942:33) said: “...the 
‘brain follows its own law, actively translating, experience inio symbols...” 


6. Communication is symbolic interaction. 
Human communication is symbolic in nature, which means itis created and 


meanings, not on stimuli per se, We act upon our environment ~“a man-made 
world that we have seen, studied and shaped ourselves” (Platt 1968) and this ability 
elevates us above all other life forms... because we are aymbol users (Burke 1968; 
Cassirer 1944). 


7, Meaning in communication is individually construed. 


No two people will attribute the same meaning to one distinct or particular 
situation. Each individual interprets or assigns value and meaning differently on the 
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‘Valo of Ns past experiences, beliet, attitudes and values, and cultural makeup. It is 
nigh iasposnible to elicit the eame comments because of every person's 
uniquenes 


Meanings are always personal because we can never respond directly to 
‘other person. We come to understand other people's communication through 
‘ourselves. The perton listens to your message and first interprets it on the basis of 
fis own needs, belies, desires, feelings, self-concept and goals. The response is not 
to your statement but to his interpretation of the eame (Wood 1964), It slike saying 
every person has a unique processing system with which to communicate. For an 
‘example, the word “love” elicits quite different images and notions from all ages. 
‘To many teeners, a“love-team” on the silver screen probably means remance in & 
moonlight-dancewine and roses-etting, To an estranged spouse, the word “love” 
conjures scenes of a bitter quarrel and love lost. But to « happily married womany~ 
“love” means having made the decision to commit herself totally to her man through 
‘thick and thin, and having felt true joy in her relationship. But in each type of 
situation, meanings of the word “love” will indefinitely vary. Even an individual's 
meanings are ina date of flux. We have moods, feelings, predispositions and 
changing perceptions 


COMMUNICATION DEFINED 


‘Thus we can now define communication as a dynamic, systemic or contextual, 
irreversible and proactive process in which communicators construct personal meanings 
through their symbolic interactions (Wooa 1964). 


Having a basis for further discussion, let us look at certain models of the 
communication process. 


MODELS OF COMMUNICATION 


What is a model? If we were to play a game of usoociation, what words would <iiS 
you in to the concept “model?” The words “scale,” “ramp,” “mannequin,” “role,” “fashion” 
would perhaps elicit the key word. But“scale” and “role” would most closely be associated 
with our meaning. A model describes an object, event, process or relationship. Itattempts to 
represent the essential or major features of what it models, Thus we could says 
‘communication model attempts to describe the communication process ~ how it works. 


Why do we study models? For one, models provide aschema for understanding 
various phenomena. A good model presents the essential nature of what it describes by 
highlighting key features thought important by the model builder. Since human 
communication is such a complex process, no single model can do justice to it. Thus, any 
‘mode! of communication will select certain features and “freeze” them for closerecrutiny. 
‘A model visualizes for ushow certain features are related to another and provides a more 
orderly understanding than we might have without the model. Thus, models have 
organizing value. Another function or value is heuristic in nature. Models that provoke 
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‘thought with itsinsights can lead scholars to generate concepts and theoretical frameworks. 
‘Some scholars of communication theory point to the heuristic power of models as their most 
valuable function. 


‘The Aristotelian Model 


“The Aristotelian model which was firet developed among the Greeks in ancient times 
issimple and basi, Ithas three (3) main features, namely: speaker, message, audience. 

Greek citizens went about their daily life defending or prosecuting in the courts of 
aw, deliberating and debating among themselves in the legislature or simply arguing a case 
in plain people's assemblies, Thus, a premium was placed on one's persuasivencss this 
audience. The speaker's (persuader’s) quality of persuasiveneas was called “ethos.” Such 
‘Characteristic hinged upon the character of the speaker. However, there are other factors 
tmentioned in Aristotle's Ars Rketoricn which determine the persuasiveness of a speaker's 
message: 
content 
arrangement 
manner of delivery 
tos 
arguments 
logos 
pathos 


yegeepe 


(Message) (Listener) 
SPEAKER —-—> SPEECH > AUDIENCE 


2O0E (Figure 1: Aristotelian Model) + 


The Lar Mo: 


(One of the earliest models of communication was a verbal model advanced by 
Harold Lasowoll in 1948, 


WHO ‘SAYS WHAT HWE TO WHOM, WITH WHAT 
aise oe (CHANNEL, EFFECT 
‘Communicat Message pret Recelver a 


4 (Figure 2: Lasswell Model) 

The model combines five key elements in a sequential or linear pattern that of a 
speaker delivering a message through a channel of communication to another with such 
impact. Asa social scientist, Lsswell premised his model upon three key functions of 
‘communication in human society, namely: 
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1. surveillance - a function of surveillors such as diplomats and political lenders 
designed to alert cociety to the dangers and opportunities it faces. 


2. correlation ~ a function mainly carried out by institutions such as journalists, 
‘educators and poll-takers designed to gather, coordinate and integrate into 
meaningful form the responses of saciety towards changes in the environment 


3. transmission a function mainly carried out by institutions like the family, 
church, school, and community in order to hand down values, mores, customs 
and traditions to the next generation. 


To paraphrase Lasswell, communication must perform its key functions to protect, 
fortify, and enhance a nation’s stability. A country is responsible for consolidating its 
strengths and this can be done by controlling the forces that interfere with efficient 
communication, e., mestage controllers (censors, agents of distortion and filtering, etc). 


‘The Shannon-Weaver Model 


A model originally designed for telephone communication, it identifies five (5) basic 
‘components; an information source, a transmitter, a receiver, a destination and noise. 
Somebody makes a phone call - an information source; the telephone is the transmitter that 
conver's the message into an electronic signal; the telephone at the other end is the receiver 
that reconverts electronic signal into a message; the message is heard by another person, 
destination; distorting signals like static comprise noise. 


Briefly, let us look at an example applying the model oa non-telephonesituation. 
‘The information cource pcame the brain of the speaker; the transmitler bapame the vocal 

mechanism. The receiver became the hearing mechanism of the Haters afd thabeain of tho 
listener became the destination, and nowe became anything that interfered withthe message. 


‘The Shannon-Weaver model depicts communication as a one-way or linear sequence 
of transmission and reception. Italso depicts noise as an element found only within the 
message and not throughout the communication process. And since it originally applied to 
telephone communication, its concepts of transmitier, receiver and noise are mechanical: 


Message Si Message Moss 
tntrmaton | Tranamiter | 52 ol ecsher | M78) Destination 


Nose 19) 
¥ 


(Figure 3; Shannon-Weaver Model) 
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‘Schramm’s Model 


Wilbur Schramm moved beyond the verbal model to advance significant insight 
in his second model (his first model is similar to Lasrwell's). Schramun highlights the 
importance of an overlap of communicators’ fields in order that communication can occur. 


=o tae | [ser] omar] [oar] 


(Figure 4: Schramm’ First Model) 


Field of Experionca, 


Fete seen 


+ Decoder | Destination 


‘Source | Encoder SS _,{ 


(Figure 5: Schramm’s Second Model) 


‘Schramm’s third model describes the dual role of each communicator in that he is 
both sender anid receiver, and that both encoding and decoding entail personal interp- 
retation. The fourth model presents another heuristic insight by the fact that it emphasizes, 
‘the dynamism of human communication. People interact in constant cyclical fashion 
whereas earlier models (Aristotle, Lasswell, Shannon-Weaver) depict communication as a 

__ sequence, Schramm finally captures the notions of process and interaction. 


= 
> a 
es eecenininwe: 


Model) 
‘Nature of Communication 11 


Berlo’s Model 


s M c R 
SOURCE MESSAGE CHANNEL RECEIVER 
‘Communication Skil Element Seeing ‘Communication Skit 
‘Knowledge Structure Hearing Knowledge 
Attitude Content ‘Touching ‘Atstude. 
Sociocultural System Treatment Smelting ‘Sociocutural System 
Code Tasting 


(Figure &: Berlo's Model) 


According to David Berlo's model, source and receiver are influenced by their 


personal makeup of three @) factors: knowledge, attitudes and communication sil 
‘Rtourthintluence i the svocultural aystemof the communicators. Where the 
communicator message i: concerned, three areas matter meaaage content, communicator’ 
treatment and coding of content. Channels of communication or the means by which 
communication ls shared consitof ive senses, secing hearing thing smeling lasting, 


Berlo acknowledges the complexity of the communicatic 


process as evidenced by 


the influence of several factors on communication, to include an all-encompassing system ~ 
tne communicator’s sociocultural framework 


White’s Model — 


Eugene White gave his communication students a sequence of events that takes place 


in communication. These eight stages of oral communication are the following. 


Thinking. a desire, feeling or an emotion provides a speaker a stimulus to 
communicate x need. 

Symbolizing ~ before he can utter sounds, a speaker has to know the code of oral 
language with which to represent his ideas and in order to make his selection. 
Expressing - the speaker then uses his vocal mechanism to produce the sounds of 
language accompanied by his facial expression, gesture, and body stance. 
Transmitting waves of 2ound spreading at ,OOO feet per second and waves of 


light traveling at aspeed of 186,000 miles per second carry the speaker's message to 
his listeners 


Receiving - sound waves impinge upon the listener's ears after which theresulting 
nerve impulses reech the brain via the auditory nerve; light waves strike the 
listener's eyes after which the resulting nerve impulses reach the brain via the optic 
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| 


6. Decoding - the listener interprets the language symbols he receives and thinks 
further. 

7. Feedbacking - the listener may manifest overt behavior like a nod, emile, or yawn or 
he may not show any behavior at all (covert behavior like fast heartbeat, a poker face, 
etc) 

8. Monitoring - while the speaker watches for signs of reception or understanding of 
his message among his listeners, he is also attuned to what's going on inside him: the 


speaker is receiving and decoding messages about himself from his audience in order 
10 adjust to the particular situation. 


Thinking —> Symboling — See 


ag & GROUPS = 


Su ipseeana = — Receiving 


(Figure 9: Eugene White's (8) Stages of Oral Communication) 


“The Eugene White model implies a step-by-step sequence of events that starts with, 
thinking in the mind of the speaker and ends with monitoring also by the speaker. 
Communication is a repetitive, cyclical event but the dynamic quality of interaction is not 
depicted, The speaker fs the originator of the cominunicction process and the listener is « 
passive reactor who does not initiate communication. 


Dance Model 


“The model advanced by Frank Dance is represented by a i 
spiraling figure ~ the helix. It depicts the process of communication 
as one that progresses or moves forward incyclical fashion — moving 


forward but coming back upon itself. Notice the spiral moving, in. 
progressively larger spheres as it goos upwards, This signifies the 
dynamic quality of human communication in that what has occurred, 
‘before influences what we say now. What we say now influences the 
future. The continuum of human events serves as a backdrop for all 
human interaction. 


Dance’s model is unlike earlier models in that one cannot 
pinpoint any literal features or elements. However, the helix as'a (Figure 10: Dance Model) 
symbol for the dynamics of human communication is visually 
powerful 
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A Symbolic Int food) 


‘Language is a system of symbols and words are symbolic. In the course of 
interaction or shared experiences, people “generate, convey, and invest meanings and 
significance” in these symbols, 


“This model reflects the nature of communication as a dyramic, systemic process in 
which communicators construct personal mearings through their symbolic interactions. 
Notice thet communicators tr linked together by their symbolk interactions. Interactions 
may be either sequential or simultaneous since there fs no direction specified. Then a given 
Interaction evolves out of earlier interactions and is influenced by previous encounters as 
wwell as by the present situation. As communication progresses overtime (I1, T2, TS...) the 
shared world between communicatorgis enlarged. s peogle communicate they lex each 
other's values, beliefs, altitudes, predispositions to situations, meds and interests, Over: 
‘time people also learn to weg common symbole to dosignate ideng, Eoncepts, perceptions; 
rituals, and expectations. Shared experiences may lead to a greaiér understanding between 
Tommunicators. Its communication that enables people to build shared worlds. 


Let’s consider an example of the process by which people construct a shared 
phenomenal world. Recently a freshman was admitted to a university dormitory facility. 
She met her roommate with whom initially she had rather an uncomfortable, stilted 
‘encounter. As the two tried to find common areas of interest in their high scitool life ancl as 
they warmed up to each other in view of their similar goals and expectations of college lie, 
they began to omminieate better. The discovery of a shared world spurred them both to 
relate with a sense of togetherness in a new, exciting environment that is college. 
‘Communication can thus enlarge the shared worlds between communicators. Thus, the 
‘mode! emphasizes the temporal dimension of communication —a given interaction serves as 
fa starting point for the next and future interactions, 


Communicator A's Personal Systems 


t Phenomenal Word \ 
ofA 
mW 
‘Symbolic 
72 Interaction 


Shared Systems 


oo 
\ ote 


Communicator 8's Personal Systems 


(gure 1: Wood's Spmbalic Interaction Mode!) 
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Inaddition to the modeY’s dynamic feature, there is also the systemic quality of 
‘communication. Several levels of systems are represented within the model, Both 
‘communicators live within a vast eccial system or social world composed of all the social 
systems that make up « given society. Each communicator belongs to afew nota of uch 
systems and is represented by dotted lines. This is to indicate the openness of these systems 
to forces of outside of them. The dotted lines also mean that there is interrelatedness 
between systems. 


Furthermore, the model emphasizes the communicator’s personal construction of 
meaninge through his individual phenomenal world. This world consists of everything that 
makes up an individual — self-concept, goals, emotions, thoughts, skills attitudes, past 
experiences, beliefs, and values. This world is the basis for interpreting communication. 

In the model Communicator B interprets A’s messages through his phenomenal world, not 
through A's. To the extent that these two worlds overlap, A and B will have a clear, shared 
understanding of symbols. Their personally constructed meanings when found to be 
‘common or similar will lead them to deeper communication. 

Finally, the model presents a feature not highlighted by the other models: 
constraints. ‘The series of lines indicates the existence of constraints throughout the 
‘communication process. Constraints may come in the form of conditions beyond our control 
(i.e, unstable economy) and they may also be found in the communicators (Le, biases, 
moods, dislikes), 


‘The Speech Communication Transaction Model (Gronbeck et I) > ~ 


‘Speaker 


Message is 
‘effected by 


knowled 
skils, attitudes, and 
crediblity 


Feedback 

(Figure 12: Speech. 
Communication 

‘Transaction Model) 


Listeners’ verbalWisual 
response causes speaker to 
ator message 
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Premised on speechmaking, this model is comprised of exzentially the following 


components: a speaker, the primary communicator gives a speech, a continuous, purposive 
seal message, othe listeners, who provide feedback tothe speaker, The exchangeoccurs in 
‘Various chavmels in a particular situation and cultural context. 


SPEAKER 


‘The speaker must evaluate himself on four (4) key areas every time he 


communtcates: a) purpose; b) knowledge of subject and communication skills; c) attitudes 
toward self listeners; and subject d) degree of credibility. 


4) Speaker's Purpose. Every speakerhas ¢ purpose or goal to achieve. It may simply 
be to befriend someone or it may be more complex, asin trying to change 
people's baliels and behavior. A speaker may wish to inform or add knowledge, 
‘entertain or amuse, impress, inspire or motivate. In all cases, a speaker has 
Airection rad, thus, acs tn a goal-directed manner. : 


b) Speaker's Knowledge. Listeners generally await a speaker with high expectations. 
Does the speaker display deeper-than-surface knowledge of his subject? Does he 
share new, fresh, relevant, and significant insights? Is there depth ard breadth in. 
hhis message? Can he be considered an authority on the subject? Does his 
message make it worth their while? 

©) Speaker's Attitude, A baseline source of a healthy atitude towards self and others 
is one’s «lf concept, a term usually grouped together with self worth, self-esteem, 

self ficxey, and selfimage. Kf you feel good about yourself, you will reflect and 
radiate sich an attitude when you communicate with others. If you don’t feet 
ood towards yourself, you might not want to see, talk or comumunicate with 
people, Confidence, pleasantness, amiability, commending presence and other 
positive traits tend to be manifested by the speaker with healthy attitudes 
towards himself, the listeners, ond his subject. Shyness, uncertainty, poor self 
confidence, phlegmatic presence and other self-defeating, traits tend to show 
‘when the speaker does not hold a healthy attitude towards himself, the listeners, 
and his subject. 

) Speaker's Crethility, When listeners judge @ speaker to be high in x 
trustworthiness, competence, sincerity, attractiveness, and dynamism the 
speaker's chance of success will be high. Otherwise, his speech communication 
transaction will be a failure. The concept of credibility is traced back to the 
classical Greek concept of ethos, a word that means character. Authors 
Gronbeck, Ehninger, MeKerrow, and Monroe attest to the fact that where a 
‘speaker can heighten his credibility, there he will also produce a heightened 
impact of his message upon the audionce. 


MESSAGE 


‘Your message often comes in the form of ideas or information. In public 


communication, there are three vital aspects of the message: content, structure, and style. 
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4) Content, Mere facts or descriptions do nota content make. Something moze 
substantial is needed. A speech’s content is the substantive and valuative 
rmaleriale that form the speaker's view of atopic, and ofthe world. Content can 
be likened to an umbrella in whose shade certain select ideas and information 
come under. Contentis conceptualized by the speaker according to his purposes 
fora particular audience. 


}) Structure. Presenting ideas, facts, and information any which way is structure of 
‘some sort. But a speeker’s structure needs to be one in which his ideas, facts and 
information can be properly and effectively understood through pattems or 
coherent arrangements or sequencing of ideas. Such arrangement gradually 
{ntides and leads listeners to grasp or comprehend the speaker's message. At the 
end there must be unity of thought. 


©) Style, Personal and impersonal, intimate or distant, poeticor plain, reportorial or 
impressive, you communicate your speaking style when you select certain words 
land arrange them in some way. Style often refers to thase aspects of language 
that convey impressions of your personality, your view of the world, and your 
individuality or uniqueness as a person. 


LISTENER 


In the communication transaction the listener serves as the speaker's counterpart. He 
receives ond thinks about what is said in light of his a) purpose; b) knowledge of and interest 
in the topic; c) level of listening skills; and d) attitudes toward self, the speaker, and ideas 
presented, ° 


) Purpose(s). Often listeners come to listen with single or misltiple expectations 
‘Some want to hear the latest on a raging controversy, others simply want to see 
‘what a person looks and sounds like, and still others come to be entertained or 
hhumored, Speakers must match their Istener’s expectations in order to succeed, 
Itis important to know that listeners want their needs satisfied. 


}) Knowledge and Interest. Do the listeners know little or much about the topic? 
‘Would they care to hear or be attracted to listen to the topic at hand? Is there 
eomething in t for them? Is the groupa highly motivated audience? 

‘A thoughtful speaker would not initiate mensage witiont firt studying his 
audience on these two critical areas, areas of high impact 

©) Command of Listening Skills. Listeners vary in listening skils. Some are naturally 
receptive while others can’t wait to hear the speaker's final “thank you” or “good 
day!” Others persevere through long chains of reasoning while the rest are 
struggling to see the point, Children cannot listen to lectures of long discourses 
‘whereas adults can st through these. The degree of appreciation in a listener is a 
function of his listening skills, Training in the discipline of listening is vital to 
any form of human communication. 

4). Altitudes. Since attitudes of persons are generally shaped by the values they 
hold, it would be unwise for a speaker to antagonize his audience with contrary 
opinions. Listeners tend to seek out speakers whose beliefs and views they 
already agree with, and retain longer those ideas they strongly approve of. 
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Acpeaker who wishes to alter steners’ views must tart from familiar and 
cafkmon grouné, then slowly build up to his alternative or contrasting ideas, 


YWEDBACK 

Feedback is a two-way flow of ideas, feelings, and information from listener to 
apecaker, epeaker back to listener. Listeners yawn or frown, nod or shake, smile or laugh. 
Teen inotanty interprets these as signals of comprehension or confusion and boredom 
ai tofacion. The speaker adapts, adjusts alters, and modifies his speaking behavior in 
or Ferto respond to such signals. It takes skill and sensitivity to spot cues in audience 
behavior. 


CHANNELS 

Public communication cuts across muiziple pathways orchannels. The verbal 
ean carries words; the visual charm! transmits gestures, facal expression, bodily 
creement, and posture of speakers and listeners; the aural charwel or paralinguistc channel 
raees the tone of voice, variations in pitch and volume or loudness, a6 well as cues on the 
carotona state ofthe speaker and tenor of the speach. At times a pictorial chant ais the 
ce munication process by use of visual aids such as diagrams, charts, graphs, and objects 
Sforuttancous messages are being communicated through these channels 


SITUATION’ - 


‘Your speech is affected and influenced by the physical setting and social context in 
‘which itoccuss. A church congregation awaiting services will behave differently from « 
ered ata politcal rally. A function room decorated in heavy dark drapes and lighted simly 
<eay dampen audience response; a wide, brightly lighted space with comfortable chairs may 
A hunceHiatening behavior or response; a subordinate taking orders from «supetior sextet 
hind « massive desk may connote the authoritative and powerful stance of the boss: 
roomate talking to another who is chummy would be comfortable and at case 
‘Communicating, and 80 on and s0 forth. 


‘A coctal context te # particular combination of people, purposes, places, rules and 
‘conventions that interact communicatively. A mi of the factors of age, gendlery = 
‘profesion/ occupation, ethnic aggrupation, power, degre of intimacy andl others wil 


ease the context in which one communicates with others. For example, younger People 
sreeraly defer to their elders and elders generally speak authoritatively tothe young, 

Certain purposes or goals are more or less properly communicated in varying social 
contexts. For instance, & siting de aoauce is context for attacking or criticizing the program 
<r the incumbent government but not for eulogizing the deceased. Some places are more 
‘conducive to certain exchanges than others. You would hesitate delivering a sermon on 
toard « public bus but speak with fervor in the pulpit on a Sunday. 

Societies observe certain customs, norms, and traditions that form the framework for 
social injeractions, ‘These give rise to communication rules or norms that often specify what 
seater cannot be eaid, haw to say what to whom in what circumstances. Adherence to these 
Sates focitates and enhances communication. Non-deference entails the risk of non- 
acceptability. 
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CULTURAL CONTEXT 


Finally, elements of communication may have different meanings depending upon 
the culture, or sodety in which the communication takes place. Each culture has its own set 
of rules for interpreting communication signals. While it may be perfectly alright to address 
parents by their ist names in the US.A., the Filipino custom isnot to call them by their rst 


James butto always use the words “po” and “opo “or the third person “hayo, sla “while 
talking to parents and elders, This is a yood example of cross-cultural context wherein 
‘communication behavior is predicted on prevailing norms and customs. The serious or 
Choughtful communicator needs to examine and analyze the culture hei in atthe time 


MISCONCEPTIONS ABOUT HUMAN COMMUNICATION 


Now that we've explored at some length what human commurication is, let us look 


‘atsome commonly held misconceptions, or what communication is not 


1. What we need is more communication. 
People generally think more communication improvesanything and 


everything. The pervasive comment, “What we need here is more communication” 


‘isually indicates a desire to exchange more words, more talk between People 
‘But will mere communication solve poverty, political, and religious problems? 
Many problems cannot be solved by words and more words alone because many 
robles do not originate from unclear or inadequate words. ‘Many problems, 


Rowever, can be addrassed through the avenue of communication, Communication 


can help resolve conflicisand address problems when there sbeller not more 


can ne econ between persons and groups of people. Intheend wean maximize 


the strengths of communication if we know its timits, 


2. Speakers bear the burden of effective communication. 


Even if everybody agreed that a speaker should be responsible for effective 


‘communication because he normally initiates, listeners are also to bear in part the 
Durden because they mirror by their response or behavior the larity of 
“understanding and comprehension the message i 


an etective communication transaction. When listeners do their part by feeding cue> 
to theapoaker, they exercise considerable influence on the effectiveness and impact 


of theexchange. 
3. Communication breakdown stops communication. 


Since a breakdown actually occurs within a fixed sequence of events (ie 


‘machine operations), there s no breakdown in communication because the process is 
‘rola, interactive, dynamic. The notion of breakdown suggests communication can 
bbe fixed by detecting the defective part. This s not consistent with the system view 


‘of communication wherein all features or components are interrelated. 


Does communication stop? Our process view of communication cannot 
pinpoint exactly where the beginnings and endings of communication are located. 
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Words may originate at some epecific point in time during a given transaction and 
also close at a given time, but when itexactly began or when it will end is not certain, 
‘Words may stop at some point but thinking and reflection go on. How about 
situations where listeners do not or cannot respond to our messages in the way we 
‘would expect? Communication has not stopped. Ttis possible thatin those cases 
communicators may have attached different meanings to the symbols used or did not 
‘gree with the desled response (1. walking out, boycotting). Ideas were 
‘exchanged, meanings were personally constructed, but in the end speaker's desired 
outcomes were notrealized. 


4. Communication consists of words. 


“Just say what the other person wants to hear” may work once or twice 
but not all the time. Often our words are contradictions of what our body staice 
‘communicates to the other. Words in order to become meaningful must be 
accompanied by the body, especially facal expression and tone of voice. The « 
‘communicator’s body must be attuned to what he is saying. Often what words 
cannat convey, thebody does eloquently. 


5. Meanings are in words, 


Human beings construct meanings and therefore meanings vary from person 
fo person, In theory this is accepted by most but in practice we attribute intrinsic or 
inherent meaning to words. Some people react negatively when hearing words such 
as "male chauvinlst” “feminist,” “leftist,” “union-buster,” and the like. Others may 
react differently tothe same words. These word: by themsels es ire neither good no: 
bad, but different people assign meanings which are good or bad or somewhere in, 
the middle. We choose the way we interpret the symbsis we use and hear. As we 
interact with these words or eymbols, we actively assign meaning as well as value to 
them. 


6. Effective communicators are born, not made. 


If this were true, then there would be no need for communication courses at 
all. If this were true, then this reading material would not have been written for 
students, ‘The factis year in and year out. communication students who at frst 
thought so turned out to become effective communicators after a semester of hail. 
work and persistence. Any student who is willing to invest much time and effort ean 
enhance his communication skills dramatically. Knowiedge, skills, and altitudes that 
comprise good communication can be developed or cultivated over time. 


‘SUMMARY OF COMMUNICATION MODELS 


‘Asa summary of the communication models, et us extract their essential features 


‘and draw similarities as well as differences. Try generating new ideas from them. 
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A SUGGESTED SURVEY OF COMMUNICATION MODELS: 


MODEL ORGANIZING VALUE HEURISTIC VALUE 
‘What features and relationships | Can you generate new insights? 
‘are emphasized? Can you ask stimulating 
questions? 
Features: speaker, epooch and 
audience 
Atistotle Relationship: linear, sequential 
among the3 elements 
Features: speaker, message, ‘What ere the effects of messages? 
Lasswell Mode! | receiver, channel and effact ‘Who sends messages to whom? 
Relationship: inear, sequential ‘What is the message? 
among 5 elements How does channel affect message? 


‘Shannon-Weaver 


Features: information source, 
transmitter, receiver, destination, 


noise 
Relationship: linear, sequential 
relationship among 5 elements 


How do ideas from a source arrive 
at the destination? How does noise 
distort signals? What are the kinds 
of noise? | 


Features: commnicators, 


How is communication atfected by 


‘Schramm messages, fields of experience varying overlaps in the fields of 
Relationship: interactive, circular | experience? How do | 
relationship among elements commnicators cope with 

simultaneous messages? 
| 
Foatures: source, message, 
‘channel, receiver 
Berto Reiationsitip: not explicit in model 
but visual placements suggests ‘and treatment of messages? How | 
finearity from source to receiver do channels affect reception of | 
messages? 
| 
Features: eight (8) stages — Do these stages point tothe role of 
thinking, symbolizing, expressing, _| listeners? How? 
nite transmitting, receiving, deceding, _| How does feedback affect the 
feedback, monitoring speaker's message? | 
Relationship: cyclical, sequential | 
relationship among the eight | 
elements | 
| 
| 
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MODEL, ORGANIZING VALUE HEURISTIC VALUE 
‘What features and relationships | Can you gonerate now insights? 


are emphasized? Can you ask stimulating 
‘questions? 
Features: time-orientedness, How does a message at a given 
reflexivity time affect later messages? When 
Dante Relationship: cyclical, se reflective | does the Impact of communication 
progression over time ‘stop? When and where does 


‘communication begin? How does 
time Influence the impact of 


‘communication? 
Features: communicators, How does an initial conversation 
phenomenal world, me simencion, | build the foundation for future 
Wood Symbolic interaction, constrainis | interactions? How do members of a 
Relationship: dynamic, systematic, | family or commurity build a 
eniarged shared world | common or shared phenomenal 


between communicators, interactive | word? 


Features: speaker, message, How does cultural context influence 
Monroe, Gronbeck, | channel, listeners, feedback, messages? How does situation 
Etninger & | situation and cultural context interplay with « speaker's goals or 
Mekerrow | Relationship: interactive, purposes? How can abseniceflac'- 
{rensectional, contextual, dynamic, | of feedback affect the speaker and 
public communication-oriented |_| his message? 
C= (Ss Why is thinktng common to al 
Thinking communication skils? How is 
Language language important to the 
Casambre | Features: thinking, language, transmission of ideas? 


How do you interpret the model 
herein? 


LEVELS OF COMMUNICATION 


‘Now that we have enough models of communication, perhaps we should familiarize 
ourselves with the different levels or relational forms of communication. According to 
Monroe and Ehninges (1974), there are three distinguishable forma: 1) interpersonal; 2) small 
group; and 3) public communication. Communicologists Ruesch and Bateson (19__) classify 
human communication nto four (8) levels, namely: 1) intrapervonal, 2) interpersonal. 3) 
group;and 4) cultural. The following typology would give us a broader perspective: 
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1. Intrapersonal Communication ~ communication occurs in the individual 
(ie,a student chooses to study for an exam instead of attending a party) 


2. Interpersonal Communication ~ communication takes place between two or 
sore persons; this has two forms, namely: dyadic (between 2 persons) and group 
(among 3 oF more persons); (Le, a mother-daughter dialogue; and a meeting of & 
study group of 5 classmates in Math 14) 


3. Public Communication - commumicetion occurs between a speaker and 
several listeners (ie, the UP president welcomes the freshman population in 
June) 

4. Mass Communication ~ communication occurs between the source (speaker) 
and a vast audience/readership/viewership via mass media/channels of radio, 
television, and print (Le., presidential candidates engage themselves in pre- 
election debate on a radio-TV network) 

5. Organizational Communication - communication occurs within the 
workplace between and among members in order to carry out an organization's 
‘objectives and purposes, defining goal-directed behavior for efficiency and 
effectiveness; (Le, a division manager enunciates the latest policy on employee 
productivity and initiates an open forum) 

6. Intercultural Commrauncication ~ communication occurs in verbal and 
nonverbal ways to promote understanding, and goodwill between and among, 
‘cultural communities /nations; (i. soirees, symposia among Filipinos and. 
international students in the UP campus; culturat/stage performances 
highlighting Korean traditions through dance and music) 


2. Developmental Communication - communication occurs between 
progressive nations and sleveloping societies of the world in order to facilitate 
the total development of individuals and nations (Le, UNESCO experts/ workers 
mobilizing caminunities among developing countries to launch educational ard 
livelihood projects) 


MODES OF SPEECH COMMUNICATION 


In each ofthe relational forms of human communication (interpersonal, group, 
public, two modes of oral or speech communication prevail one, verbal mode; two, 
nonverbal mode. In the verbal mode, the speaker or communicator uses his voice or vocal 
tnechanism while in the nonverbal mode, the speaker or communicator displays bodily 
behavior/movement in forms such as facial expression, eye contact, gestures of the hands 
and shoulders, In the verbal mode listeners hear the human voice while in the nonverbal 
rode listeners see the speaker's bodily movement and behavior. Dut ao a whole, the speaker 
Communicates his message through both avenues—verbal and nonverbal. As these will be 
‘dealt with more lengthily ina ater chapter, let us end our discussion with a summary of the 
ceeeential points learned from this foundational chapter. 
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(CHAPTER SUMMARY 


‘Communication is a dynamic, systemic process in which communicators construct 
‘personal meanings through their symbolic interactions. 
‘Models of communication have a two-fold value: organizing, which clarifies the 
structure of complex events; and heuristic, which leads to innovative and productive 
thinking, 
‘The different models of communication starting with Aristotle’s down to Dance’s, 
and others show us the features or components selected or highlighted by the model 
designers, which features help us to understand the nature and complexity of the 
‘communication process. The evolving models drive home the point that there is still 
‘much to learn and discover about human communication. The progression from. 
linearity of communication to dynamism and transactionalism proves this. 
‘The following are widely held misconceptions about what communication is and, 
does: 

‘a, More communication improves anything and everything, 

b. Speakers are responsible for effectiveness in communication. 

.Communicatior. breakdowns stop communication, 

dd. Cominunication consists of words. 

fe. Meanings are in words. 

£. Effective communicators are born, not made. 
‘The 3 basic levels or relational forms of human communication are: interpersonal, 
group and public communication, The broadly inclusive classification bas the ff: 1) 
{ntrapersonal; 2) interpersonal, which consists of dyadic and group; 3) public; 4) 
‘mass; 5) organizational; 6) intercultural; and 7) developmental communication, 
“The two modes of speech or oral communication are verbal and nonverbal. The 
verbal mode utilizes the epeaker or communticator’s voice while the nonverbal mode 
uses the speaker or communicator’s bodily movementand behavior. Insumy the... 
speaker's vocal or oral message ia clarified, enhanced, and reinforced by his 
nonverbal behavior. 


‘Study and analyze the communication system in your own family. Draw up 8 
schema of a diagram of its main components/ features. Explain how it works using 
any or a combination of the communication models taken in class, Share your 
insights with a classmate and listen to her response es well. 

Choose any of the3 relational forms of human communication: interpersonal, group, 
public. Explain and describe how these communicators interact or communicate with 
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cone enother. You may reall a recent event which you are familiar with. Or the 
situation could be an event in the past which is till vivid in your memory. Focus 
your discussion on how they speak and How they show bodily behavior. 


3, Writea single-paged comment on any of the following statements/ maxims: 
“You cannot not communicate.” 

“Actions speak louder than words.” 

“Say what youmean, mean whatyou say.” 

Parents should listen more 

“Aman cannot step into the same river twice.” 

“You take back your word.” 

Communicating is epeaking and listening, 


prepo ee 
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THE LISTENING PROCESS 


Objectives 


[After reading this chapter you should be able t: 

state why istesing is important; 

distinguish hearing from listening 

define listening; 

describe the nature and stages ofthe listening process: 
explain the purposes of listening 

identify barriers to effective listening: 4 
7. suggest ways to improve listening; 

8. identify ways to give and receive effective feedback; and 
9. recognize various propaganda techniques. 
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INTRODUCTION 


A story is told of a balikbayan who upon boarding a plane from San Francisco noted 
the usual passenger apathy as the attendants gave their safety messageat the beginning Of 
the flight. That is until a voice came over the intercom. "Ladies and gentlemen, as the song, 
says there may be 50 ways to leave your friend, but I guarantee you there are only 7 exits, 
from this airplane. So listen up!" And after the laughter subsided, they did. 


Indeed, listening is an activity we often take for granted. We do not take our 
listening seriously until we face the consequences of not listening, Due te your 
nattentiveness in the classroom, how often have you asked your seatmate what the teacher 
1has just said? What about the habit of engaging in passive listening until the teacher informs 
the class that a quiz will be given after the lecture? Poor listening takes a toll in the home as 
‘well. Marriage counselors say that many domestic break-ups are related to communication 
failure between spouses, among family members and listening is often at the heart of it. 
‘Moreover, poor listening. in the workplace often results in lowered productivity and morale. 


Having examined the communication process in an earlier chapter, let us now focus 
‘on listening, the reciprocal of speaking. In this chapter the nature and stages of the listening 
process will be discussed, The purposes of listening, will be explained. The different barriers 
to effective listening and some suggestions on hew to overceme or counteract these barriers 
‘will likewise be tackled. Finally, some guidelines to further improve your listening will be 
presented 


THE IMPORTANCE OF LISTENING 


Listening is the most basic of the four major areas of lanyage development. 
S. Lundsteen notes that listening ts the first language skill which we develop (Wolvin 1988). 
‘As children, we listen before we speak, we speak before we read and read before we write. 
‘The preceding statement clearly indicates that our ability to speak, read and write and master 
cognitive skills is dependent directly or indirectly upon our ability to listen. 


Listening is also the most frequently used form of verbal communication. Many 
studies made to investigate the frequency of listening conclude that listening consumes more 
of our daily communication time compared to any other forms of verbal communication. 
‘According to Rankin, on the average, adults spend 70 percent of their waking hours engaging, 
in communication activities. Specifically, about10 percent of this communication time is 
‘pent in writing, 15 percent in reading, 30 percentin speaking and 45 percent in listening, 
Given the amount of time we spend listening, our listening behavior should be made more 
effective. Unfortunately, listening, is a skill that does not automatically improve with practice. 


It oems quite evident that despite the great allocation of time for listening, we do 
not listen as well as we shculd. We are relatively poor listeners, Listening consultant Lyman 
Stil notes that on the average our level of listening effectiveness & only about 50 percent. We 
can hear, evaluate and respond to only about half of what was said. These figures may drop 

fafter 48 hours to an effectiveness level of 5 percent. Operating on this low level of listening, 

results fn 475 percent los. 
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Listening i asl that i of utmost importance at the various levels of 
communication. We list to ourselves atthe intra ‘communication level, We listen 
tthe interpersonal level when we listenin conversation, to interviews and in small group 
“discuseton’ We listen at the public comununication level when we listen to various speakers, 
svatcha play ora concert. Welisten atthe mass communication level when we iste tothe 
Tadio,teovision and film. Listening isnot limited to formal speaking situation or just the 
“Clasewoom, Iti a skill that is vital in both formal and informal situations. 1t plays an integral 
fart in our everyday lives as our attitudes, skis; and behaviors are affected by the listening 
that we do. 


HEARING vs. LISTENING 
' 

Since hearing and listening are frequently mioused as eynonyms, a distinction 
between the two mustbemade, Although they are two receiving processes they are 
essentially to different entities. i 

Hearing is the physiological process of receiving aural and visual stimuli. It begins 
‘when the listener takes ia the scuund of the speaker's voice. It is the passive phase of speech 
reception since we can hear without effort. Good hearing is important to listening because 
hearing provides the raw material on which the listening process operates, Good hearing 
though is not synonymous to good listening. (Clevenger 1971) 


Listening is more than hearing. Itis described as the active phase of speech 
reception, a physiological process guided and controlled by the habits, altitudes and 
Conscious intentions of the listener. He chooses from those complex stimuli certain 
fnformation that will be useful in formulating his response. These distinctions are helpful in 
clarifying the meaning of listening, 


DEFINITIONS OF LISTENING 


“Many definitions of listening have been formulated by various experts Each of tese 
definitions was arrived at after thorough research determining what components and = 
‘Characteristics are involved in the listening act. According to Nichols (1954), i "hearing if the 
Sppechenaion (o become aware of trough the venss) of sound and Listening i the compre- 
thension ((o embrace or understand a thing) of aural symbols, then: listening can be more 
accurately defined as the attachment of meaning to aural symbols Baird and Knower 
(1968) refer to listening asa term for a whole group of mental processes which enable us to 
interpret the meaning of messages. It's «cognitive process that involves perception, 
‘comprehension and other mental processes. Wolvin (1988) defines listening, es the process of 
receiving, attending to and assigning meaning to aural stimull. A last definition by Brooks 
(1983) whoce listening model willbe discussed in this chapter states that “listening is the 
‘combination of what we hear, what we understand and what we remember.” All these 
Gefinitiona will be helpful in understanding the nature and process of listening. 
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THE NATURE OF LISTENING 


rommve 


wozcoe 


1. Listening is a dynamic, transactional process. 


In the first chapter we learned that communication is a two-way process, 
Itinvolves both the speaker and the listener as they send and receive messages. It 
1s therefore their joint responsibility to make sure that the messages originating, 
from the source must be understood, interpreted and evaluated by the receiver. 
Listening, the reciprocal of speaking, isan integral part of the total 
‘communication process. 


2. Listening is an active process not a passive one. 


Listening, isnota passive state we may find ourselves in DeVito (1982) 
stresses that listening does not just happen; you have to make it happen. It 
‘demands physical energy which the listener needs 6o that he ean focus on the 
fneseage cues. Itrequices mental energy fo the listener can participate actively as 
decoder of the speaker/ source's messages as well as encoder of his return 
messages or feedback. Clearly listening is a skill that demands hard work anc 
reeds our full attention. 


3, Listening is a complex process. 
Let us understand the complex nature of listening by examining, the 
different stages of listening as presented in the Brooks' Listening Model 
igure. = 


Hesring Identifying and Reconnizing Auding 


TL 
ee oe / CE I te 


(Figure 1; The Brooks Listening Model) 
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THE STAGES OF LISTENING 


According to W. Brooks (1993), listening consists of three stages: hearing, ddentifying 
and recognizing, and suding. 


“The first stage of listening is hearing, the process of reception of sound waves by the 
‘ear. There are three important factors which affect the hearing of sound: auditory acuity, 
masking and auditory fatigue. Auditory acuity is the ability of the ear to respond to various 
frequencies of tones at various intensities, referred to as levels of loudness. Human speech 
frequencies range from 250 to 4,000 cycles per second although the critical range of auditory 
acuity is 1000 and 2500 cycles per second. 


Decibels are units to measure the loudness of sound. If we are referring to speech ~ 
sounds, tenn range fom 38 decibel asin aot talking to eighty-five decibele as in loud 
Cpverntion. ‘The inligbty of epoch te affected by hearing los. An individual ito 
have learing los fhe or she requires more than the normul amount of intensity in order 
pear sounds ofeertaa frequencies. If one needs 15 to 20 decibels over the normal, he may 
have a ignlicent hearing oes 


Masking occurs when the background noise received by the ear falls within the same 
frequency range as the message one is intending to receive. Competing conversation often. 
*masks' the intended oral message. Meanwhile, white nose results when the competing or 
‘extraneous sounds are composed of all frequencies, The cacophony of nose emanating from 
a jam-packed enlistment room is an example. 


‘A last factor which affects hearing is auditory fatigue. ‘This results from continuous 
exposure to sounds of certain frequencies. ‘The monotonous or droning voie ofa lecturer, 
the sound of a running appliance such ar an ac conditioner or the continuoes ringing of an 
alarm clock can weaken the process of hearing and evnocyuently impede listening, 
Prolonged exposure to sounds of certain frequencies can bring about temporary hearing loss. 
Exposure to occupational and non-occupational noise sources such as high decibel level rock 
and roll music, newspaper presses and power mowers can have damaging effects. Members 
ff rock bands that play heavy metal music wear earplugs to prevent hearing les. z 


‘The second stage of listening involves “identifying and recognizing patterns and. 
relationships.” A number of factors may affect this stage of listening. These are the quality 
of auditory analysis, mental reorganization, and association. Auditory analysis is the process 
‘of comparing the sounds that are heard with the ones that are familiar to the listener. The 
sounds are recognized according to thelr likenesses and differences, 


During mental reorganization, the listener uses a syctem that will balp him retain 
and structure the incoming sounds, He may recode, regroup or rehearse these sounds in his 
mind. He may syllabify the word while pronouncing it; he may group numbers in batches or 
hemay repeat the series several times. 


Even as the listener hears the sounds, he is making associations inhis mind. He 
links these sounds with previous experiences, memories and backgrounds. He creates 
associations even ifthe sounds spoken are in a foreign language, one that i totally strange to 
thim and even if his personal and subjective meanings differ from the speaker. 
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meaning an easy task. The diagram lists five thinking skills thatthe listener can engage in: 
indexing, making comparisons, noting sequence, forming sensory impressions and 
appreciating. 


Indexing s arranging the listening material according to importance. As the 
information comes in, the listener searches for the main ideas as well asthe subordinate ones. 
Tic ale distinguishes the relevant material from the relevant. He may arrange the parts of 
‘the message to form the complete whole. 


“Making comparisons is another thinking skill. 


Noting sequence is arranging the material according to time, space, postion or some 
other relationship. The framework thus created will facilitate the assignment of meaning = 
‘well as the recall of the information or material, - 


Forming sensory impressions is translating the material to sensory images, When we 
listen, we often react with our different senses. We may form a visual impression thus adding, 
an interesting dimension to the meaning of the verbal message. Although sight isthe moet 
frequently used, we may also create other impressions o that we may perhaps taste or smell 
or feel the message. 


“Appreclating is a final fiction that the listener can engage in during the auding 
stage. Appreciating s "responding to tive aesthetic vature f toe message.” ‘Ths may take 
place when the listening material (eg, special occasion <peeches) demands an emotion at 
response. 


ATTENTION and LISTENING 


initial command "Attention'"? Let us briefly learn some facts about the nature of wifes 
and see how they apply to listening. 


“Attention is a key concept in effective listening. Let us examine the two parts of the 
term The first part ofthe word is“at” or focuses. The second part comes from “tension” 
which pertalnato the energy thata Ustener needs tobe able to focus or in this case, Perform 
hhis listening task. O'Neill and Weaver give us a more precise definition: "attention is a 
‘unified, coordinated muscular set, or attitude, which brings organs to bear with masimum 
eMectivences upon a source of stimulation and thus contributes to alertness and readiness of 
response” (Brembeck and Howell 1952). 


‘To bein attention is not an easy thing. Understanding the duration of attention, the 


number of stimuli one can attend to and the selectivity of attention should enable us to listen 
more attentively, Duration of attention rofers ta the length of time one is able to attencl fo = 
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given etimulus or stimuli. How long? It might surprise you to know that the length of 
tlvolute attention has been fouind ta be anly a few seconds. In 1908, Pillsbury’s studies 
revealed that the duration ofa single act of attention was three to twenty-four seconds, with 
‘most acts falling within the 5-8 second range. In 1914, M. Billings observed that the average 
‘duration of attention was approximately two seconds. Schmidt and Kristofferson in 1963 
determined it to be 63.8 to 66.4 of a second. W. Scott attributed this brevity of duration of 
attention to the fact that our thinking is done in "spurts" ‘There are periods of attention 
followed by periods of inactivity. A stimulus can be attended to for along period of time 
‘but theattention will notbe uniformly strong all the time. He added further that in public 
speaking we seldom are able to hold the full and undivided attention for more than a few 
seconds or a few minutes at best. The audience's attention is constantly wandering oF 
decreasing in force. 

Atany one time, a multitude of stimuli in the immediate environment is vying for” 
our attention. You must be aware of this fact as you find yourself in the classroom a gre 
eal. There are external stimuli such as the teacher's lecture, her visual aid and « chatty 
seatmate. Coming from outside the classroom, you may hear the grass cutter motor running, 
and the students talking, From your seat you can see students walking up and down the 
corridor. There are also internal stimuli trying to grab your attention. You may be suffering 
from e terrible headache or are worrying about your exam in the next period, How many of 
these timull ean you attend to? How many objects or ideas attended during a particular 
period are important? Laboratory experiments have revealed that on the average we can 
attend to four to five objects visually and five to eight auditorily. Our attention span is really 
limited and dependent on the type of stimuli as well as the person listening or attending. If 
there are (00 many objects a person has to attend to simultaneusly, the quality or intensity 
of attention is reduced. 


Furthermore, attention shifts from one stimulus to another. Imagine that you at 
watching a musical extravaganza on stage. There are myriad stimuli in that particular 
listening event. Which one will grab your eyes or ears? Generally we attend to stimuli that 
siand out above the others in terms of odor, lights, shape or sound. 


Even as we discuss attention in the context of listening, the attention factor is also. 
ecsental to the speaker. The brevity ofthe duration of attention, for instance, becomes 
important to a public speaker. He will need fo focus selectivity on those stimull upon which 
his speech rests. Further discussion on various factors of attention as they relate to public * 
speaking will be covered in the last chapter “Communicating in Publi.” 


PURPOSES IN LISTENING 


Just as a specker's purpose in speaking varies from situation to situation, s0, t00, 
does a listener's purpose in listening, Each purpose or kind of listening has its own 
requirements and skills that are needed to achieve the goals of the communication 
transaction. Listening experts identify at least four different types of listening, 


1. Appreciative listening s listening for pleasure, entertainment or enjoyment. 
It eas fora receptive attitude and an open and relaxed mind, Listening to 
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music, to conversations with friends, to an entertaining specch or a television 
sitcom demand only little or no concentration. We listen simply because we want 
to unwind or relievetension. 


2, Empathic listening is listening to provide emotional support. It serves & 
therapeutic function. We listen because the other person needs us to understand 
his plight and feelings. ‘Therapeutic listening is exemplified by parents as they 
listen empathically to their children, by supervisors as they listen to employees 
who have personal problems, or by trained volunteers who help troubled callers 
tn the telephone hoiline. When we previde othere a sounding board, it gives 
‘them comfort and support. 


3. Comprehensive listening is listening to derive information, facts, ideas and 
principles, Since the focus of this type of listening is accuracy of perception, @ 
considerable degree of concentration is needed. When you sit in class and listen 
tothe lecture or listen to directions for finding a friend's house you are listening 
‘with the goal of acquiring knowledge. 


4, Critical Listeningis listening to make an evaluation in order to make an 
intellectual judgment, to criticize to evaluate ideas of others. Here, appreciative 
listening is controlled and analytical listening is necessary. When you have all 
the facts, you can evaluate and then arrive at a decision based on the evidence. 
When you listen toa campaign specch of « political candidate or the aslee-pitch 
ofa real estate agent, you will first need to understand the message in order to 
makejudgmentsaboutit = 

Makeit habit to consciously determin’ your listening purpose denuanded by the 
listening occasion. This will help you to structure or organize your listening, It will enable 
you to anticipate the needs of the specific level or type of listening and adapt your skills 
accordingly. 


BARRIERS TO EFFECTIVE LISTENING 


Haveyou ever played the telephone (or rumor) game? A tory is told to one person 
and this person is asked to tell t to another person. This person then tells it another, ec. 

By the time the story has gone through five or six persons, itis often almost unrecognizable. 
Many of the distortions which take place in message transmission are due to the fact that 
listeners are influenced by their habits, attitudes and expectations which they bring to that 
listening event. All of these come into play with the other elements of the communication 
situation. There are many obstacles to effective listening. The listener must recognize these 
obstacles and know how to overcome them. 


1. Hastily branding the subject as uninteresting or irrelevant. 


‘Sometimes speakers fail to show how the information they are 
presenting can be relevant to their audience's needs, More often though, it is the 
listener who feels that the subject matter is not worth listening to. ‘This then 
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‘becomes an extuse by the listener to abandon his task. This habit does not give a 
‘chance for the speaker to prove that the hasty dismissal of the subject's wrong, 
‘Someone oncesaid that all communication is at least potentially interesting and 
‘useful, ‘What can Hear or use is often a good question to ask. ‘Suggestion: 
Seek ways to make the subject matter interesting and useful fo you. 


2. Focusing attextion on appearance or delivery 


‘As students, you will likely agree that it is difficult to resist the 
temptation to dwell on the speaker's mannerisms, gestures and vocal qualities, 
Delivery and physical appearance are details which influence a listener's reaction 
toa speaker but should not be used as excuses notto listen. This practice takes a 
toll on listening because it diverts time and energy. Do not be too eriical of the 
physical appearance or manner of speaking. Suggestion: Judge content, not 
delivery. . 


3. Avoiding difficult and unpleasant material. 


What do you consider difficult to listen to? ‘The answer will vary 
depending on your interests and capabilities. Generally speaking, ¥ the subject 
matter demands careful scrutiny and mental exerticn, itis considered difficult 
Inaterial. And since most listeners do not usually want to strain their minds, 
these messages are avoided. Filtering unpleasant subject matter may also serve 
‘as an obstacie to eifective listening. Messages which contradict personal stands 
‘or question lor held beliefs and ieats are the very things we ought to liste 
When we avoid difficult and unpleasant material we may miss a lot 
‘Suggestion: Practice listening in a wide variety of situations. 


to, 


4. Getting over stimulated by what the speaker's says 


“There will be many instances when you will be faced with ¢ speaker who 
may say something with which you disagree. What follows i an interesting 
chain of events: you might allow yourself to be irtated; you might prepare an 
‘tnewer or rebuttal and then continue to rehearse your response. Wai real 
happens ia that you miss out onthe message all together. Set your feelings about 
the speaker and the topic aside, Ifthis happens when in conversation with 
someone, make a mental noteof it and go back to itat an appropriate time. If 
You ere listening to a speech, « good suggestion is to jot down the comment and 
Teturn to your listening. Yes, we listen with both mind and heart, but we cannot 
“llow ourselves to be irritated or distracted by something the speaker says. 
Suggestion: Keep your emotions in check. 


5. Listening primarily for facts. 


Facts are stepping stones of ideas leading, to a major point As such they 
are only secondary to the central idea. Do not become too preoccupied with 
Getails and consequently fail io grasp the spexker's central idea. Differentiate 
‘between main points and supporting, materials. Learn to distinguish between fact 
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and principle, idea and example, and evidence and argument. Suggestion: 


Focus on ideas. 


6, Trying to outline everything that the speaker says 
Weiting down everything word for word can become an obstacle to 


effective listening 


Ttdeprives you of the more exciting experience of reacting t0 


theapeaker’s mesrage. Notetaking is particularly important to comprehensive 
Iistoning, It fs helpful to consider a note-taking method. Here are some 
teuggested methods of note-taking. Learn about their advantages and 


disadvantages. 


Note-Taking Methods 


“The key-word outline is acommon system. As the name suggests, 
this method briely notes a speakers main points and supporting evidence in 
tin outline form. This outline can be very useful for review purposes. This 
rethod helps the listener develop skills in identifying the main ideas and * 


noting the important details 


‘and the relationships between these ideas and 


the details, Although most suitable for classroom lectures and forsmal 
speech is nota practical aystem if the message is"unoutlinable.* 
Sometimes, thie note-taker can become too preoccupied with the mechanics 
of outlining, By separating main points from subpoints and supporting 
Snateriat, the outline format exemplified below shown the relationships 


among the speaker's ideas 


1. Firat major idea 2 


‘Another notetaking method is called prtcs writing orprecis 
method. Thereare three steps to follow in accomplishing, this system. 
First the note-taker listens for several minutes, Hethen mentally 


summarizes what was said. 


Finally, at periodic intervals, he writes ashort 


paragraph or « one- or two-sentence abstract summarizing what he has 
Penna Te may even have a saries of brief abstracts covering what the 
Speaker said, This method works well for both organized and disorganized 
treseages. The writing though can take up too much time which may also 
result in losing other relevant information. 

-The "fact versus principle" system of note-taking requires that the 
note taker divide his paper into two vertical columns, In the right-hand 
selumn, Re lists the important principles or main ideas derived from the 
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speech and number them in Roman numerals, Inthe left-hand columns he 
Tints che important facts and numbers them in Arabic numeral. The listener 
organizes the speaker's thoughts by mentally checking, the facts against the 
‘principles. When done efficiently, this method is excellent for review. 


FACTS PRINCIPLES 
(verifiable supporting detail) (vain ideas) 

x 1. First main idea 
2 1.23) 

3 

4 1 Second main idea 
5. 5) 

6 . 

7. 1. Third main idea 
8 7,8) 


‘A fourth method of note-taking is mapping. This eystem organizes 
the notes ina visual manner resembling a map. This method requires that 
teach main idea as itis presented is written on the center of the paper and 
then encircled. If more than one main idea is presented, itis listed to the left 
‘or right ofthe ceater. The supporting details are then written on lines 
‘connected to the main idea that the, support. If there aie minor Acrails that 
need to be included, they are also written on lines which are connected to the 
‘supporting details. This system works well for disorganized messages and 
for visually-oriented notetakers. However, the notetaker can get too 
engrossed in the drawing and consequently miss out on important concepts 
and details that are presented. 


in the annotation method, the Fstener records important notes 

opposite the printed apeech or discussion while the verbal explanation 

cea presentation fe being made by the speaker. Asa Comm. Histuden 
instance you may jot down the explanations made by your instructor in 

tefl or right-hand margins ofthe speech book or the handouts provided i 

the clas 

‘To use notes effectively, the notetaker should be abet review his 
notes inorder to retain the information more permanently. A recommended 
qnethod of reviewing notes isthe Cornell System. It was developed by Dr. 

‘Walter Paule of Cornell University. These are the steps involved in the 

CormellSystem. 

1. ‘Thelistener divides his paper vertically into two columns. The right- 
hand column is labeled RECORD while the left-hand column is labeled 
RECALL, 

2. ‘Thelistener ists the speaker's main idess in the "Recor column 
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a. When the speaker has completed the message, the listener summarizes 
the recorded information by jotting down key words and phrases in the 
RECALL column. 

4, Shortly thereafter, the note-taker covers the right-hand column 
(RECORD) and then using only the key words and phrases attempts to- 
reconstruct the other column (RECALL) as he recites the message in his 
‘own words. 

5, Future review sessions are conducted in the same manner, 


‘Your choice of note-taking method will depend on the 
organizational pattern of the message. ‘Keep your notes clear and brief «0 
that they will be easy fo review at afuture time. Becoming a better note-aker 
‘will surely help you become a better listener. 


7. Faking Attention 


Many think that looking like an attentive and cooperative Listener will 
satisfy the requirements that a speaker expects of his listeners. The reality is that 
these actions (nodding the head periodically to indicate understanding, smiling 
occasionally, even obsessive note-taking) which are done to please the speaker 
fare really euperficial. You have nothing to gain in pretending to grasp the 
message while making a mental detour. Besides, epeakers are smarter than you 
think. They often know when you have switched them off. They ean recognize 
these signs that youmay be unaware of. Suggestion: Don’t pretend to listen. 


8. Creating or yielding easily to distractions 


Experience will tell you that there is hardly a perfect listening 
environment. There will often be distractions in the physical environment. A 
{gpod e-=mple is your classroom in Communication Ill. ean got uncomfortably, 
fot of noisy especially when students watt outside the hall for their next clas. 
‘Overcome these distractions by closing the door, adjusting the electric fan oF 
lights or finding a good eeat. Sometimes listeners themszives create distractions 
in the listening environment. Latecomers can disrupt proceedings. Studen's play 
swith a ballpen, doodle or chat with their seatmates. Some even entertain text 
‘messages or phonecalls, These are negative behaviors which interfere with 
Giiective listening, Remember, itis your joint responsibilty with the speaker to 
‘Greate a favorable listening environment. Suggestion: Fight or resist distraction. 


9. Engaging in "private planning" 

How oftenhave you used the time for listening to an important lecture 
or class discussion to daydream or make plans for the weekend? Perhaps relive 
ten argument you had with you boyftiend over the phone last night? Anyone of 
these seema the better option to a boring presentation. If you wish to make the 
most out of your litening, learn to concentrate and focus. It takes a lot of energy 
but itcan be done. Suggestion: Set sside unrelated personal problems or 
concerns. 
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10, Wasting the advantages of thought speed 
We are inefficient listeners because our “brains can understand many 
ore words per minute than speakers can produce clearly” (Gronbeck 1994). The 
average rate of speaking is 125 words to 175 words per minute while the rate at 
rich we think ts 400 words per minute. These figures reveal that listeners can 
think four to five times faster than a speaker can speak. On the average, we necd 
only about 20 to 25 seconds of every minute to comprehend what the speaker is 
ciylng, This i only a portion ofthe total listening time needed to process the 
information in messages. This time differential between thought rate and speech. 
rate provides a tempting excuse to tune out the spetker. You may not realize it 
‘but these spare moments can be the used tothe listner’s advantage. 
How can you capitalize onthe advantages of thought speed? Here 

relevant mental activities can you engage into use the spare time wisely, 

‘You can anticipate what the speaker willy 

‘You exn mentally review the points or concepts discussed s0 far 

‘You ean test the use of evidence and reasoning. 

‘You can formulate questions 

‘You ean search for additional meanings by listening "between the lines.” 

‘You can outline or reorganize the speech. 

“You ean relate the spealer’s examples to your personal storehouse or 

field of experience. 

Do notatlow mind t. wancer. Use the time wisely. Suggestion: 

Capitalize on the advantages of thought speed. 


GUIDES TO EFFECTIVE LISTENING 


1. Listen actively. 

In the inital part of this chapter a distinction between hearing and listening, 
‘was made. It was emphasized that we usually can hear without effort but we cannot 
sien without effort, It tatics a lotof time and energy to listen effectively. For one. 
‘certain degree of physical alertness is needed. Do you remember how you moved. sp 
Close to somebody who had something important to sy to you? With straight body, 
head brought close to the speaker and ears all et to hear, you listened attentively. 
‘This physical readiness is a sign that you are mentally ready as well. Active listening 
is not just participating physically but mentally and emotionally or empathically in 
the listening, process. 


2. Listen with empathy. 


Listening with empathy isto be able to feel what the epeaker feels. You will 
have to learn to see things from the point of view of the speaker. As students, it is 
important that you see things from the polnt of view of your professors. Teachers 
‘must also learn to see matters not just from their own perspectives but fro the point 
cof view of their students as well 
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3. Listen for total meaning. 


‘We would normally think that all we have to hear are the words or 
“utterances of a source oF epeaker. Listening involves the total communication 
process. Itinclides visual perceptions that attend the listening situation. We have to 
‘watch the speaker, observe his use of bodily actions and audio-visual aids. What 
does a speaker who paces throughout his delivery communicate? These visible 
symbol are significant in that they help you accurately interpret the verbal message 
and thereby gain more information. They may semetimes dominate a 
communication act and become the most important source of a message. 

‘Together with the overt behavior ofthe speaker, we have to "listen* between 
the lines, 20 to speak. We listen for meanings in the context and in the total situation. 
‘We need to listen also to what is unsaid or omitted. It takes a sensitive 
receiver listener to infer meanings from messages which are hidden. 


4, Listen with an open mind, 


‘A closed-minded listener will refuse to hear and understand conflicting, 
pointsof view. He will not strive to hear out the other side ofthe story. Being 
Gogmutic causes us to be poor listeners. Before arriving at decisions or accepting 
‘propozals, listen with both an open ear and an open mind, Itis a healthy and mature 
practice to listen to all sides. 


5. Give effectine feedback. 


If speakers to be effective are expected to adapt their messages to their 
‘stoners, then listeners must be trained to send effective feedback. Feedback is 
defined as the reaponse o reaction (overt and covert) of the listener as perceived by 
the source in the communication transaction. Reacting and responding, is a necessary 
component of the listening act. 


DeVito (1982) characterizes effective feedback as immediate, honest, 
appropriate, clear and ixformatioe. The most effective feedback is that which is sent 
‘immediately after the wessage is received. The practice of sending feedback quickly 
twill help in the process of understanding anothers messages. Honest feedbacks a 
tincere eeeponse to the communication. Do not hesitate to express your doubts oF 
disagreements. Do not fe! afraid to admit that you do:not understand the message 
Feedback should be appropriate to the communication situation. Keep feedback to the 
‘message separate from feedback directed at the source or person you are listening to. 
Feedback must also be clear and specific in meaning. Avoid sending distracting and 
‘unintentional feedback Your overt response must communicate the messages you 
Intend, For instance, facial expressions can be misconstrued. If what you had for 
breakfast does not agree with you, make sure that these reactions will not confuse the 
source or speaker. Lastly, effective feedback is informatie. It provides the spesker 
‘with relevant clues that can improve his subsequent communication efforts. 


Consider other general guidelines for sending feedback. Make sure that you 
‘understand the message before sending directive feedback. Be certain that the 
speaker recopnized the feedback. Use nondirective feedback until the speaker invites 
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feedback to his message. Sending feedback is a conscious effort. Itshould come easy 
and naturel once you get accuatomed to it 


6, Listen critically. 


__ Aneffective listener must carefully evaluate and critically analyze the 
messages that he receives. This responsibility becomes a real challenge in the 
classroom where academic interaction with teachers and classmates takes place. 
‘Evaluate the main points or arguments advanced by the speaker. Test the evidence 
‘used to support various claims. Ako test the reasoning employed by the speaker. 
Brooks suggests that “such weighing and evaluating is most effectively done point by 
point rather than at the end of a message" 


A critical listener must also have the ability to recognize propaganda 
techniques and fallacies in reasoning 60 he can reject false claims advanced by some 
speakers. = 


PROPAGANDA TECHNIQUES 


1. Nante -calling s a device that affixes an unfavorable label or name toa person 
or thing. Objectional labels such as crony, "impo (traditional politician), activist, 
nerd, loser or terror teacher are’often used to discredit or ridiule aperson and. 
‘thus cause the listener to eventually reject what hevepresint’~ 


2. Glittering generalities involve attaching a vague but virtuous-sounding label 
to a person, cause or object ("a strong proponent of justice," “defender of 
freedom’). Since tiy are approved verbal sanctions they are often used to gain 
acceptability of programs, plans and ideas, 


3. The use of irrelevant personal attacks, also known as argumentum ad 
personam, is used when there i m deficiency in logical proof. Instead of 
attacking the issue at hand, a speaker resorts to attacking the personal character 
of an opponent, his age, his relatives or even physical appearance. 


4 False appeal to authority is another type of fallacy. Its Latin name is ipse zit 
‘which means "because he says it" Often, testimonials from famous people are 
used to build confidence in a product or proposition. When the authority is 
legitimately connected to thematter at hand the move may seem reasonable. 
However, if they are not authorities on them, then the speaker can be guilty of 
false appeal. Many television and print ads askconsumers to purchase products 
because sport celebrities or popular figures endorse the product(s). 


5. Transfer shifts the authority, sanction and prestige of something known, 
reapected end revered aver fo something else in order to make the latter 
acceptable, The flag, the church, educational institutions are common sources of 
‘emotional approval. 
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6. Half-truth is a common propaganda technique that is neither false nor true. 


7. Card-stacking ist echeme used to deceive by means of carefully selecting only 
favorable evidenceand omitting, unfavorable evidence to support the 


propagandist’s cause. 


8. Plain-folks device stresses humble origins and modest backgrounds. This is a 
‘common strategy of politicians who seek the support by portraying themselves 
#s"men of the masses This appeal may be used to establish common ground 
particularly in introductions of public speeches. However if itis used as 
pseudo-proof to justify « proposal, then, its use becomes unethical, 


9. Bandwagon is sometimes known: as argumentum ad popilum. tis an appeal to 
popular opinion. Itencourages belief or acceptance of an idea or product by 
‘creating the impression of universal support. It capitalizes on the so-called herd 
instincts 

10, False causality assigns a false or wrong cause to a certain happening or effect. 
Its Latin equivalent is posthoc, ergo propter hoc. Sequential fallacy can be spotted 
in reasoning from causal relations. 


11. False analogy results when the instances compared are not closely similar in all 
eceontial respects, Although analogy is an effective means to clarify and make 
vivid a point, ithas limited weight when used for justifying a claim. 


12. Hasty generalization isa lrim made on the basis uf too little evidence. 
Enougih cases mist be examined in order to make justifiable claim, 


‘An awareness of these propaganda techniques and logical fallacies and the context in 
Which they are employed will be helpful in evalusting. weighing evidence and arguments 
and arriving at sound judgments about a speaker's message. 


CHAPTER SUMMARY 


Listening, the reciprocal of speaking, is an integral part of the total communication 
process. Itis a complex communication elill which according to Brooks involves three 

stages: hearing, identifying and recognizing, and auding. There are at least four purposes or 
Kinds of listening: appreciative listening, empathic listening, informative listening and 
critical listening, Attention and effective listener feedback are crucial to good listening. 
Listening, critically calls for the recognition of various propaganda techniques. Although 
there are many barriers to effective listening, these can be overcome through concentration 
and constant practice. 
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GUIDE QUESTIONS 


1. Why is listening important to you as a student? 

2. Why are hearing and listening nt synonymous terms? 

3. Explain the stages of the listening process. 

A. Differentiate the various purposes in listening. 

5. Identity the barriers to effective listening. 

8 Suggest ways to capitalize on the advantages of thought apeed. 

7... How importants the recognition of propaganda techniques to critical listening? 
8. What are the important characteristic of effective feedback? a 


EXERCISES 


Evaluate your major strengths and weaknesses asa listiner. What steps do you need. 
to become a better listener? 


Begin a listening journal. For a period of two to three days log in or racord your 
listening, transactions. Note the following: 


«who youwere listening to 
S) Wwhat your purpose in listening were 
«how effectively you listened 
Aer the ecified period, review your log and examine your listening pattems. 
‘What changes in your listening behavior should you ake? 
‘Attend a class, Observe the listening behavior of your classmates; Describe both = 
positive and negative behaviors hat you observe 
|. Listen toaclass Iture. Make an oxtine the lecture using any one ofthe methods 
suggested earlier. Keep these noteafor review. 


Make alist of judgments /biases you have made about three friends or classmates 
that may serve asa barrier to listen to them effectively and objectively. What can you 
do to help suspend these judgments an you prepare to rten to their epeschos? 

‘Make a conscious effort to send feedback to speakers in various communication 
settings: interviews, panel discussions and public speaking. How well does making 
an attempt to give feedback affect your listening? Share your observations with the 
class. 

Interview a person who you think is particulary effective asa listener. Some 
‘niggestions include a guidance counselor a parish priest or a friend who is known to 
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cry) ne 


bea good listener. Find out what listening sirategies/ techniques have worked for 
them. 


A. Make n written critique of a spesch you recently listened to, Evaluate both the 
‘speakers content and delivery. 
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THE SELF and INTRAPERSONAL 
COMMUNICATION 


Objectives 


Aiter reading this chapter you should be able to: 


1. reflect upon the values or significance of self- 
introspection; 

2. establish the connection between self-concept 
and intrapersonal communication: and 

3, arrive ata keener understanding of one's self 
communication prior to acquit 
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INTRODUCTION 


Throughout life you are constantly asked the question: “Who are you?” Often you 
reply in a stereotyped manner, saying: “I'm Anna Santos, 17 years old, a junior student of 
‘computer engineering.” Its an inadequate answer, of course, and a cryptic one at that. 

We try to learn much about ourselves as we live along and yet often we are not fully aware or 
‘conscious of this “self” We frequently depend or rely on others who perceive us, in the 
process receiving and responding to what or whom they say weare. The “sel” ts thus an 
elusive thing, Clues and artifacts abound to reveal to us who we are, but arriving at a self- 
view or self-concept is much more complicated than we think, 


Let us look at an interesting excerpt from Lewis Carrolls “Alice's Adventures in 
Wonderland" 
“Who are you?" said the caterpillar. 
‘This was not an encouraging opening for a conversation. 
Alice replied rather sly, “I hardly know, sr, just at present — 
at least [knew who Iwas when I got up this moraing, but T 
think I must have changed several times since then.” 


If Alice’s remarks intrigue you, read on. Our self-viow is formed and given shape in 
complex ways, but primarily communicated by you, the communicator, whose message is 
‘communicated back to you. 


Jean M. Civikly (1881) says in her prefatory note to Morris Rosenberg’s article on 
self-concept formation (1979), “the ways in which we think about and describe ourselves 
(Gelf-concept) and the degree to which we like those descriptions of ourselves (sell-esteem) 
have an inevitable impacton our human interactions.” Tn this chapter on intrapersonal 
communication, therefore, you are strongly encouraged to intrespect, to look into yourselves, 
land in the process recognize vital clues fo your self-identity, self-concept, or self-image. 
‘A few basic questions can guide you, namely: 
1. “Howe do see myself?” 
2. “Do Like or not what I sec?" 
3, “Flow do I wish to see myself?” "How do I present myself to others?” 
“Whe do others say Lam?” “What dol imagine others say about re?” 
“Flow does this afect me?” 


‘With that as a backdrop to our discussion, we can now start with how self-concepts 
are formed. 
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SELF-CONCEPT FORMATION 


1. Reflected appraisals 


The first principle of direct reflections ( Thorstein Veblen : 1994) holds that 
the seltconcept 1s largely shaped by the responses of others. This principle means 
you are deeply influenced by people's attitudes towards you. You area social being 
‘who wants and needs to be with people. In the course of time, you come to view 
your “self” as you are viewed by others. According to Veblen the usual basis of self 
Tespectis the respect by one’s neighbors or fellows. Only individuals with 
‘dysfunctional temperaments can in the long run retain their self-esteem in the face of 
dizesteem of their neighbors or collegues, 


In general, there must exist a healthy, reasonable correspondence between 
others’ views of us and our own in order tobe well-adjusted individuals, Difficulties 
that arise fotwraon dierontant definitions af the self are taa often familiar For 
instance, an adolescent may see himself as « responsible, mature young adult while 
his mother persists with her view of an irresponsible child [drink your milky brush 
your teeth”]. If we are to have solid or firm basis for our behavior or actions, itis 
‘essential to know what we are like. Rosenberg, (1979) states, ” Because it s 60 
difficult to arrive at self-knowledge, how others view us is of tremendous 
importance. We need a consensus from others in order to validate our own self- 
concepts.” 


+A foremost social psychologist, George Herbert Mead (1934), stresses the 
importance of consensus! validation. He points out that in social communication the 
individual “takes the role of the other” and his “self” slowly emerges as he interacts 
with and responds to the views of others, Le, in his social group, home, 
community. By taking the attitudes and perceptions of other individuals towards us, 
‘we are more or less unconsciously seving ourselves as others see us. Thus, our own 
self-evaluation is affected by others’ evaluations of us. 


‘The second principle of percetved self can be explained in terms of Cooley's 
(1912) “looking-giass sel? although he claims it is not an entirely adequate term. 
‘We imagine our appearance to the other person and imagine fis judganent vi 
appearance, as well as some self-feeling, such as pride or regret. The thing that 
‘moves us to pride or shame or regret is not merely a mechanical reflection of 
ourselves but an imputed sentiment—the imagined effect of such reflection upon 
another mind, Thus, the crucial question is not “What is the other person's attitude 
towards me?” but “What do I perceive to be his attitude towards me?” 


‘The Reeder, Donohue, & Biblarz otudy in 1960 found a-very strong 
relationship between self-concept and the perceived self. In the group of 54 military 
‘personnel, 46 fully believed the group rated them as they rated themselves in 
leadership characteristics, and slightly lower but still substantial in the good-worker 
characteristics (38 out of 54). 


“The Self & Intrapersonal Communication 47 


In the third principle of the generalized other, Mead stresses that the self 
arises out of social experience, particularly social interaction. The process of 
‘communication requires the individual to adopt the attitude of the other toward the 
self and to sce himself from their perspective or standpoint, In any organized social 
interaction, ifthe individual has to play his role effectively he must internalize the 
attitudes ofall those participating. A clergyman has fo incorporate into himself the 
attitudes and belief ofall his confreres ifhe isto stay healthy and ctive member. A 
third baseman cannot play his roleof a third baseman without internalizing the 
attitudes of the catcher, pitcher, second baseman, and so forth. 


All the other’ particular attitudes are crystallized in the “me,” in the process 
giving rise to a single standpoint or attitude called the “genterlized other.” One could 
say, thus, your individual self-concept is shaped by applying to your “self” the 
attitudes of society asa whole. i 


2. Social comparisons 


‘ “The principle of social comparison forms a major component of social 
evaluation theory. Pettigrew (1967) points out the basic tenet of social evaluation 
theory, thus: “Human beings lean about themselves by comparing themselves to 
others.” The second tenet states thatthe process of cocial evaluation leads to self- 
ratings that may be positive, neutral, or negative in relation to the standards set by 
the individuals employed for comparison. If a low-achieving pupil compares himself 
{ the lowestcoring, pupil in his class, he may find his self-esteem raisrd. But if he 
compares hisaself with a high-scoring or high-achieving clase-ats, he finds his self- 
‘exteem lowered. The key factor here is the referent individual or in case of groups, 
the reference group. The referent individual or group becomes your standard. 


Rosenberg (1979) distinguishes two useful comparisons, one social 
comparison that iscriterion-based, Le, excellence, virtue, or merit; another social 
comparison that is norm-based, i, deviance or conformity. The first marks or 
classifies individuals as superior or inferior to one another in terms of a criterion, the 
second marks or classifies individuals as sanie or different. Both types of social 
‘comparisons are said to incur significant consequences on aelf-entecr. i 


3, Self-attribution: Attention, students! 


Anita B, Woolfolk (1998), in her book on Educational Psychology, clarifies 
that et the heart of attribution theory s the notion of individual perception. At this 
point, do you recall ur discussion of your perception of the other person's attitude towards 
you as being crucial? Ifa student believes he lacks the ability to deal with higher 
‘mathematics, he wili probably act on this belief even if his actual ability s well above 
average. And because he expects to do poorly in higher math, he will likely have 
very litle motivation to tackle it. If students believe that failing means they are 
stupid, they are likely to adopt self-defeating strategies and defensivemechanisms. 
‘Aatudent whe exerts more than ordinary or minimal effort and persists at it will see 
these efforts pay off eventually. Students who attribute their sucoess to their own 
‘effort (Internal) rather than to luck or chance (external) are generally responsible for 
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their learning and can cope with failure constructively. Teachers who tend to accept 
or condone excuses for fallure/ mediocre performance because a student has 
problems outside of school are not helping at all. Objective assessment by teachers: 
{and counselors can go along, mile. Honest peer evaluation has its uses too. 


4, Self-values 


‘The fourth principle rests on the definition of self-concept as an organization, 
not an arbitrary collection, of parts, pieces, and components and that these are 
‘erarchically organized and laterrelated in complex ways. Ono important point 
deals with the significance of a given component, Le. honesty, to global self-esteem 
(overall esteem of oneself). What is important to an individual would relate to 
one’s global self-esteem. The Rosenberg study (1965) sampled a group of high 
school juniors and seniors and asked them how “likeable” they thought they were, 
‘As anticipated, those who considered themselves likeable were more likely to have 
hhigh global welf-esteem than those who believed they were not likeable, But the 
strength ofthis relationship depended upon the importance attached to being 
likeable, Among those who cared about being likeable, the relationship between self 
‘estimate to global self-esteem was very strong, whereas among those subjects to 
‘whom this quality (liability) mattered little, the relationship was much weaker, 


If you knew you were deficient in something, like not being a good mixer in 
a crowd, would that bean indication that your self-esteem is low? No, but you must 
know how much vou value this quality. If particular component is vital to one’s 
feeling, of worth, then negative attitudes concerning it may be personally devastatin 
Dut if the component ve trait is trivial or unimportant, then: the individual may 
acknowledge his inadequacy in that regar 


‘Another point worth stressing i that self-concept is less competitive than it 
‘appears. Although soca! comparisons point to the fact thatour sel-assessments are 
relative to others, itis true that individuals focus their sense of worth on different 
elf-components go that the success of one person is not necessarily achieved at the 
expense of another, For example, one boy is a scholar, another a good athlete, the 
third, very handsome, the fourth « good musician, So long as each focuses on the 
quality at which he excels, each is superior to the rest AAt the same time, exch may 
acknowledge the superiority ofthe others with regard to qualities to which he is 
relatively indifferent. tis therefore possible to emerge with a high level of solf- 
respect and develop mutual respect as well. 


Finally, self-concept change may be difficult or easy depending, on how a 
component or trait figures centrally (or peripherally) to an individual's system of 
Selfevaluce. All four principlec enunciated above bear upon the way we see, wish to 
see, and present ourselves. 
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WISEMAN and BARKER MODEL 


“At this point let's ook at a model of intrapersonal communication, the Wiseman 
Barker self-communication framework. But first, let’s define the concept. According to 
Wiseman and Barker (1974), itrapersonal communication is the “creating, functioning, and 
evaluation of symbolic processes which operate within the originating or responding 


communicator.” 


{In visualizing the process of intrapersonal communication, consider the entire 
rectangular area as representing the individual communicating to himself. Note that the 
‘Center portion of the diagram is labeled life orientation. !t plays a vital, underlying function 
because It affects the varicus stages as we evaluate and respond to stimull. It determines 
‘how the messages are sent to and received by ourselves. 


Life orientation is thee"result of the sum (otal of social, hereditary and personal 
factors which have influenced your development as an individual.” Since every individual is 
tunique and without a clone, everyones life orientation is diferent. These differences in life 
orientation often result in communication problems. 


Extemal 
‘Stimuli 


po-wu-3es054 


Symbol 
i cere | 
_ — nema SeFeedhack —_¢—__—~ 


External Self-Feedback 


« 


(Figure 1: Wiseman-Barker Model of Intrapersonal Communication) 


‘We refer to the process which takes 


place in intrapersonal communication as internal 


because all the eight (6) stages take place within the individual, particularly, in his brain, 
‘The first four on the left margin of the rectangle involve evaluation of both external and 
internal stimuli while the last four on the opposite portion are stages that involve reaction to 


these stimuli 
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‘The internal processes which take place when we self-communicate are triggered oF 


initiated by too types of stimuli. Some are internal; others are external to the communicator. 


Internal Stinnalt 


tbody. Often such stimuli trigger your prompt response. Let's say you're coming 
down with the flu. Your oints ache, your nose is stuffy, your temperature repisters a 


[ind olfactory sense, processing such stimuli, may now prompt you to ask the 
‘question: “Ma, what's for supper?” Several stimuli usually try compete for our 
‘tention at any one time. The result depends on such factors as “strength of the 
i familiarity with the stimuli, and the emotional connotations which the 
stimali produce.” 


Covert external stimuli are external stimuli Gatarereceivad at tie. 
preconscious or subconscious level. Imagine that you re geting dress for school 
Getting ready, you listen to a popular song being played ox your favorite station. 
‘The reporter blares the morning news and next comes the weather report. You 
notice thet your socks are mismatched end immediately find another pair. You hear 
the pattern of rain on your roof and grab your jacket. Checking, your watch, you 
realize you have barely enough time to gett school. Although the volume of your 
radio was turned up, you cannot remember what was said in the news. ‘This 

~ ftirmutus (anniouncernenton the air) was received and stored in the brain. You were 


Communication, background music played in a movie, unnoticed traffic noises, and 
frequent spots (visuals only) of television advertisers, 


Reception 


‘When the body first receives stimuli that when intrapersonal 
communication actually starts. Receiving can take place singly or in combination of 
any of the five senses; eight, sound, smell touch, and taste. External and internal 
recxptors inthe five sensory organs receve atimull which are transformed into nerve 
impulses and oubsequently transmitted to the brain, Extemal receptor are found on 
‘or near the surface of the body. These receptors react to physical, chemical, and 
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mechanical stimull. Internal receptors ouch as nerve endings provide information 
about your internal state such as an empty stomach or an itchy throat. 


Discrimination 

“There are countless stimuli that reach you simultaneously. Youcannot very 
well attend to allof them, Imagine that you are in the Social Science clas stening to 
2 guest lecturer. Ina moment you feel the draftcoming in through the door, you 
hear the voice ofa student over a megaphone urging you to join rally, you hear the 
drone of a ceiling fan just above you, you see the lecturer up fron, the visual ads 
plastered on the board, and you smell your seatmate's cologne. In addition, you are 
reliving an argument you had with your boyfriend over the telephone lastnight. 
‘There's aps. to. You have a faint headache. 

Discrimination “determines what stimuli areallowed to stimulate thought” 
Ie screens out the less eignifieant or weaker stzaull. Thus, in the example caer 
cited, the strongest stimuli could be the lecturers words or message, your brewing 
headache, and the student rallying shouts aver the megaphone. You are not fly 
aware ofthis filtering process because discrimination occurs below the conscious 
evel. In short this tage allows yeu to attend to only those stimuli you cosider 
significant. 


Regrouping 
‘During this stage the strongest’ane-most imrortant stimuli previously 

selected are arranged it, a meaningf I sequence. Although previously “screened” the 
diverse stimuli are not received ina predetermined ranking. Thus the chosen stimuli 
surface to the conscious level so that the person can act upon the strongest and most 
significant stimulus firs, the medium stimulus next, and the weaker or eso 
important ones last. In the example earlier cited, you are now aware ofthe lecturers 
‘words and the students call to join the rally. 


Ideation 
Tdeation ie the stage where the messages are thought out, planned and 

organized. This stage draws mainly on the individual's storehouse of knowledge” 
‘and experience which may inelude previous associations withthe topic readings, 
‘observations and conversation. All information coming from these sources impinge 
on the proposed message in process. The length of time for ideation depends on the 
availability of other sources of information and the bounds of time within which to 
develop the ideas, ideation may occur briefly as ina conversation. Or it may take 
place for an extended period in which case ideation becomes a significant part ofthe 
{otal intrapersonal process, If time permits, one does research on the topic or 
mescage. The depth of thinking, planning, and organizing depends on material and 
time availability. 
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Incubation 


Incubation isthe process of allowing your ideas to grow and develop further, 
Itis often referred to as a “jelling or hatching period.” Incubeting allows you the 
time to weigh, evaluate, reorganize, and reflect on your messages. Often you commit 
the mistake of submitting your intial draftto get the requirement over with. What 
you can do is to let your paper “sit” awhile so ideas can assume a better shape, 
‘erysallizing your thoughts in the process. Then when you feel good about your 
paper, give it to.your teacher. 


Symbol Encoding 


It is during thisstage that the symbols of thought are transformed into words 
and gestures or actions. Its the last stage prior to transmittal of a message. 


Transmission 
“The destination is the communicator himself. The origin or point of 
initiation is kewise the communicator himself. The self-communicator’s message 
composed of words and gestures are thus transmitted via airor light waves. If the 
messages are received by the self, then they travel from the nervous system to the 
muscles which are responsible for movements and actions 


Feedback 

Feedback soften perceived as response to a message coming fom an 
extemal source, someone other than the speaker. Feedback o intraperson 
‘Communication is called sol-feedback. You send a messageto yourself, and then 
You respond to itaccordingly. There are two kinds: 

External sel-fcedback isthe scifcommunicato’s response through 
airwaves. You hear yourself commit an error of pronunciation and this prompts you 
tevcorrect it 


Internal self-feedback is felt through bone conduction and muscular 
‘movement. These two types of self-feedback provide the self-communicator with the 
opportunity toradjust his messages or idexs if they are unclear, vague, of difficult, 


INCREASING SELF-AWARENESS: Towards a clearer self 


“Theearlier question, “Who are you?” resurfaces in the form of “How well dol know 
myself?" We all need to increase awareness of ourselves because hard as we try, we will 
never get tothe optimum point. One concept of self-awareness is explained by Joseph Lasft 
and Harrington Ingham in the so-called Johari Window, which shows how intrapersonal or 
self-communication is a function of our differentselves. The self is analogous to a window 
composed of four (4) panes or quadrants, namely: 1) the open quadrant, 2) the blind aren, 

3) the hidden quadrant, and 4) the unknown area. In today’s setting, one is an open 
‘windows; the second is « window tinted dark from within; the third is a window camouflaged 
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not to look like a window and fourth, a window the self hardly touches or opens. Each of 
these quadrants, However, contains a diferent self, not ecparate and distinet but rather, 


interacting selves. 


Known to Saif Not Know to Self 
Known to 
Sear OPEN BLIND 
‘Not Known to 
on HIDDEN UNKNOWN 


(Figure 2: ‘The Johari Window) 


Which you are willing to divulge to or share with others, This would include your name, 
‘ntudent number and course, nex, age, perhaps your height and weight and social affiliations, 
Luft and Ingham emphasize that since communication is dependent on the degree to which 
‘we open ourselves to others and to ourselves, then we may learn how to enlarges the open 
Guadmant. 1°10 open area or proportion is small, communication between individuals cowie 
aitter ‘The size of an open quadn.at vari=s according to a number of factors (De Vito). These 
ay include the nature of individuals, you associate with, the dagree of your closeness (9 
them, or role-related factors. 


second, the blind selfis that quadrant that represents information which is known 
to others but unknown io self. Others can see your mannerisms like saying, “bale, bale ba” or 
‘actually/ basically” prior to every sentence, but you don't#ee this. Matters such as even, 
body odor or halitosis (ond bresth) may seem unnoticed by you but not by others. Some 
people have large blind areas others have small blind areas. Ifeffective communication 
Hepends on individuals who are willing to open up, blind areas will make communication 
Gifficutt. Although blind areas cannot be totally eliminated, decreasing ile size of the blind 
Guadrant can enhance Interpersonal relationships. To decrease the nize ofthe blind quadrant, 
{You could seek out information from family, friends, and intimates, especially on “gray 
‘reas” of your “eel.” Ask questions and lear to positively respond to others’ perceptions of 
you. 


“Third, the hidden self represents things or information known to self but unknown 
toothers, Personal secrets, “skeletons in the family clovet,” Intimate detail and the like are 
included in this quadrant. Different people vary in the size of thelr hidden windows. Some 
individuals reveal everything. Their lives are an “open bock” for everyone te peruse. They 
fare somtimes referred to ns “ever disclosers” 


Family matter, finances, problems and insecurities, personal goals, failures and 
successes form the gamut of their discloeures, Under disclosers on the other hand have large 
hidden quadrants. They keep to themselves and tellnothing, Fear of rejection, reprisal, 
discrimination or lack f trust may trigger such communication behavior, “Selective 
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disclosers” are those who screen the information they reveal to certain people, they tell only 
that which they think other people need to know, keeping the rest to themselves. They 
‘carefully weigh the pros and cons oftheir disclosure. 


Fourth and last. the uttknowon self represents information unknown both to you and 
toothers. Indeed, there are “uncharted areas” of our selves that we are not aware of, You 
‘may not know why one situation triggers in you such strong emotions, while others similarly 
situated do net resct intensely. You may sometimes not understand why you're in a bad 
‘mood when things started well that day. Time will tel, reveal, and disclose to the self what 
come of these areas are. For example, a newspaper man of so many years never knew he 
Could learn the violin and play it rather well until he tried if Hidden talents, untapped 
abilities and giftedness can come out in the open through time. 


In the space that follow, an ideal Johari window is drawn according to standards of 
‘effective communication, 


Not 
Kaownto Self Known to 
Saif 
2 
Known to Others OPEN 3 
a 
No Known to - 
fhed HIODEN unknown 


“There other devices euch’ae personality tests (Le, Myers-Briggs Test), personality 
inventory, inkblo tests, enneagrams, E.Q. Tests (emotional quotient) andthe like that can 
hap you Increase your self-awareness. So now that we have a deeper understanding. of how 
‘self awareness can come about, let us learn some things about the notion called “self- 
presentation.” 


Knowing ourselves can be very tricky indeed. Often the good things about us make 
us “beautifully wrapped packages.” But the not-so-nice things make us go out of our way to 
present ourselves attractively to others. We seldom wish to be known as “nasty, hot- 
tempered, unkind, or even ugly.” Young people especially are sensitive about the public 
images they present, Peer acceptance is paramount during the teenage years and carly 
adulthood. Kenneth J, Gergen (1971) in his book, The Concept of Self, writes that until we 
define ourselves and who we are to others, they cannot identify usand therefore cannot 
kmow how to behave toward us. To present oneself as “a borrower of money who forgets to 
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pay back’ will earn you displeasure or outright avoidance from others, To present oneself as 
2 pracious host will merit praise and pleasure from others. 


Factors that influence our self-presentation are: the offer, situation or interaction 
environment, and motivation. 


Others determine the way we present ourselves. For instance, you would present 
‘yourself in differing ways to your professor, mather, and intimate chum. You would show 
Tespact for one, childlikeness for another, and casualness for your friend. You may be & 
happy, go-lucky person with your friends buta conscientious student to your teachers, 
‘Aa Willi James (1892) once said, a man has as many different social selves as there are 
distinct groups of persons about whose opinion he cares.” 


“Those around us are constantly telling us who we are. Others have differing ima 
of us and depending upon these images they treat us asa parteular kind ¢é person. 
Weinstein (1967) calls this altercating, because we are cast into different but specific roles or 
identities by those around us. 


“Another determining factor is the sifwation or interaction environment. tn 
determining, the eelf that we present, the environment where the encounter or interaction 
fakes place matters. We would not likely identify ourselves in the same way ata formal 
dinner as we do at the bowling alley. Different situations bring about shifts in identity 
primarily because they offer cues for maximization of reward. For instance at church 
eervioe we are expected to behave with proper decorum, A¢ :aforneal parties, weerack jokes 
and are huumorous. i 


“The third factor is motivation. Motives of the self in undertaking a relationship 
deformine self-presontation. Ifa person wishes people to defer to nlm (show respect) Nis 
demeanor may be characterized by superiority and authoritativeness. If he wishes to be 
trusted, he may behave consistently, nat erratically. People in general want and need to be 
iked. They manage thet slf-entities in such ways as to gain the acceptance and approval 
of others. 
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CHAPTER SUNMARY 


Intrapersonal communication is the most bsic level of communication. It involves 
communication with the sel, where the sending and receiving of messages happen within 
tne individual The Wiseman-Berker Model describes eight internal processes in 
Communication with tie sel: 1) reception, 2) discrimination, 3) regrouping, 4) symbol 
Gecoding, 5) ideation 6) incubation, 7) symbol encoding and 8) transmission, All these stages 
fre affected or influenced by an overarching factor called life orientation. 


Solf-concept formation is governed by three principles, namely: direct reflections, 
perceived self, and generalized other. Itis worthwhile to understand the process of how the 
Individual arrives a self perception because this conceptual self shapes his behavior. 
Devices such as the Johari window, enneagrams, personality tests contribute to a better 
understanding of the self 


‘Selfattribution is a phenomenon deserving of scrutiny because often misconceptions 
among students and the general public thrive for lack of understanding of self processes. 
‘Self-attribution can spell the difference between determination and resignation, between 
success and failure in life's pursuit 


ae 
— GUIDE QUESTIONS 


1. Explain what role life orientation plays in intrapersonal communication and. 
‘eventually in interpersonal communication. 


2. Cite examples of a possible breakdown occurring in each of the eight internal 
processes as we communicate with ourselves. How can these hamper self- 
communiention? 


3. Suggest ways by which the open window can be expanded in order to improve 
interpersoral communication, 
Note: Keep nos. 4-6in your journal 
4. What effect does a postive self-concept have on your communica 
‘Annegative self-concept? 
5, Think of how many times you have compared yourself with others, Did ithelp oF 
not help you? Explain by recalling instances inthe recent or not so recent past. 
6, List down areas of your life where you think you are doing “well, super, poorly.” 
‘Why? To what do you attribute such “ratings” of yourself? Explain. 
Example: Well Super Poor 
Academics relationships figure /dieting 


jon with others? 
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1. Divide a sheet of paper into two (vertically). In the left portion draw your Johari 
‘window at the point or stage of your intial/early interaction with aclassmate. How 
Go you suppose your window would look like at semester's end? Draw this second 
 vindow on the right portion. How will the proportions of the square change? Next 
‘draw a Johari window for an intimate friend or for a parent. 


2. What is this next exercise all about? Pass a sizable piece of paper around and let 
your classmates write down what they think of you. You could do this once at the early 
‘outset ofthe semester and once more before the semester ends 


3, Make a collage of your self by clipping pictures of symbols, images, etc. Elaborate on 
the reasons for your selection. Do you now have a clearer picture of whwo you are? 


4. Work in dyads while playing the Larry Barker's “Who are you?” game. Student A 
starts by asking Student B: “Who are you?” Student B should respond with brief, 
fapontanous answers, ie. Lam a UP student. Then upon hearing the reply, Student 
‘Arrepeats the question and this goes on for about fiveminutes. Afterwards the roles 
are reversed, this time with Student Basking the question. Learn what your partner 
and others perceive of you as you learn about yourself. Are these positive or 
negative? How do these affect your communication? (Barker 1996), 


4 5. Jot down various kinds of feedback (positive, neutral, negative) that you get from 
others during a 2-hr, period, How 4o these feedbacks from others affect/ influence 
you? How do you normally respond to negative feedback? Why s0? 
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THE SPEAKER'S ETHOS 


Objectives 


After reading, this chapter, you should be able to: 
1. come up witha basic definition of ethos; 


2, identity the characteristics of ethos by integrating, 
its traditional and contemporary concepts; 


3, understand the dynamics of ethos or source 
credibility; and 
4, reflect on the importance of source credibility in 
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INTRODUCTION 


‘Young people, old people, practically everyone wants to make a good impression, 
right? An I8-year old rehearses is table manners before going out on a dinner date, A job 
seeker bears in mind the importance of speech, poise and grooming in elinching.an interview. 
‘A professor primes his mind, heart, and spirit before taking on the first day of class. All these 
‘people want to communicate with one alm: to become credible, competent trustworthy, and 
food before their respective listeners or audiences. In short, to communicate meaningfully 
and successfully. 


In ancient Greece the concept of Yethos" was modeied in everyday life and in duties 
of citizenship. Discussed extensively by Aristotle in his book, Ars Rhetorioy, the character or 
‘thas of the speaker or communicator was the most potent means of convincing and = 
influencing one's listeners. Ethos surpassed logos and pathos in the factor of persuasivenias, 


Briefly defined the factors of persuasion ae 
mH 
1. thos - the character ofthe speaker or the speaker's credibility 
2. Logos- the method of reasoning and argumentation employed by 
speaker miaeege (reatring 
3, Pathos the speaker use of emotional appeals 
ahaa) 
Aristotle said: “There are three things which inspire confidence in the speaker's own, 
character, namely, that which induced us to beliove a thing apart from any proof of it: good 
sense, good nsoral character, and gooduill:" (Ryan, 1952), 


DEFINING ETHOS 


‘Ancient shetoricians and writer-philosophers like Quintillian, lato, Cicero, and 
Isocrates, including Aristotle himself taught that the most effective of the thres is ethos, or 
the character df the speaker. Quintillian, a Roman teacher-orator who wrote the 12-volyme 
book “Tring of an Omtor.” defined this quality in a good man speaking well” i 
Hie believed in and advocated the training of orators from infancy. Contemporary authors, 
Gronbeck, McKerrow, Ehninger and Monroe (1994 define ethos as speaker credibility, or the 
degree to which an audience judges a communicator trustworthy, competent sincere, 
‘attractive and dynamic. They concur with research findings" a speaker who can raise an 
‘audience's estimation of his own trustworthiness, competency, sincerity, attractiveness, and 
dynamism wil heighten the impact of the speech." Author James McCroskey (1971) sees a 
‘communication sourceas having three possible process dimensions: 1) initial credibility, 

2) produced credibility, and 3) terminal credibility. Today these persuasive forces residing 
in the speaker are generally referred to as source crediility. Take note of what these same 
‘writers have listed as practices affecting speaker credibility: 


1. References to yourself and your experience (in moderation) tend to increase your 
perceived trustworthiness and competence. References to othere (authorities) 
tend to increase your perceived trustworthiness and dynamism. 
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2. Using highly credible authorities (experts) to substantiate your claims increases 
your perceived fairness. 


3, you can demonstrate that you and your audience share common beliefs, 
attitudes, and values, your overall credibility will inerense 


4. Well-organized spesches are more credible than poorly organized speeches. 


5, Themore sincere you are, the better chance you have of changing your listeners’ 
attitudes. 


‘As ttwns with ancient Greece. so itis with modem times that we know for certain a 
speaker's impact rests upon hislisteners, McCroskey defines ethos as "the receiver's 
impression of the message source.” Its a source characteristic that is attributed to and 
conferred on him by the receiver-listener. The latter (listener) sits quietly to assess those 
‘qualities in the speaker that will culminate in a favorable or unfavorable judgment. Whereas 
the speaker brings with him certain qualities that he has acquired and honed as well as 
certain inadaquacien, the listener looks at these qualities and comes toa conclusion ofthe 
former's worth. 


Since ethos resides inte mind of the listener therefore, it will vary in as many ways 
‘as there are listeners. Also, a listener's experience in a given communication situation is 
‘unique and personal to him. However unique and vatied this perception may be, listeners or 
audiences generally prefer speakers who are sincere, honest, trustworthy, consistent, 
competent and knowledgeable 


‘Adopting, McCroskey's idea, thus, ethos or source credibility is the listener's 
reception of the message source, which tmpression he processes at agiven time or situation 
in order to assess ihe speaker's worth. Such a definition is sirailar to the one given by 
‘Andersen and Clavenger (1963): ethos is the image held of a communicator at a given tine 
by the receiver, The overall credibility of the message source hinges on generally accepted 
personal traits like sincerity, gpoxiwill, competence/ knowledge, pleasantness, and 
‘trustworthiness. 


Letus explain the concept of ethos with examples. In the late sities there wes a 
brilliant senator in the Philippine scene. He would be besieged with speaking invitations by 
offices, campuses, end neighboring countries in the region. With his amazing grasp of 
history and international events plus an astute, analytic mind, then lawmaker Benigno 
‘Aquino was a muck-sought- after speaker. We were students then who along with our 
neighbors fom Ateneo and Maryknoll would jampack the Wilfrido Ma, Guerrero Theatre to 
fisten to the man for hours. He had such a high ethos, one could say. Then a few years passed 
‘until he became an enemy of the Marcos administration. The martial law era found him 
guilty in proceedings ofa military tribunal. He decided to go on a40-day hunger stike and 
fraged hie political campaign from a prison cell. The electorate’s response was tremendous 
because the people conferred upon him an even higher ethos than before his prisoner days. 
Until his destiny became manifest on that fateful day of August 21, 1983 death in the hands 
of assassine- the martial law regime considered him a threat. Benigno Aquino is long gone 
‘but his ethos remains very high indeed for he isconsidered a modern Filipino hero whose 
words “The Filipino is worth dying for!” will be remembered for «long time in the collective 
psyche of the Filipino nation. 
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Ifthe above example deals with ethos that increases with time, what about ethos that 
changes in the opposite direction? Let us look at another historical figure. In the late fifties 
till about 1970, high ethos was conferred upon then Pres. Marcos by the Filipino populace 
‘because of his exemplary achievements as a UP student leader of his time and his track 
record of scholarship, soldiery, and service as a solon (oppositionist in Congress). But the 
‘same persona suffered from the people's very low perception of him during the historic 
EDSA revolution of 1986 due to his alleged tyrannical lendership, grive violations of human 
rights, and trail of graft and corruption in government for more than twenty years. Still 
today, there exists among our people a so - called *loyalist group" who despite the leader's 
questioned past defers to his memory. In this dynamic of ethos, you can see two kinds of 
cethos-pictures, namely: a high ethos conferred by one group, and, 2 very low ethas conferred 
‘by another group. What differentiates there groups? Are there particular traits or qualities 
ranked higher or lower in a scale of ethos-related traits of a speaker-leader? Which group of 
raters or percelvers would give weight to certain characteristics more than others? 


In the international scene, the US President, Bill Clinton, despite unsavory media 
mileage about his personal affairs enjoys high ethos as given him by admirers while he also 
suffered low ethos as conferred by other sectors of American society. But there was no 
_general clamor for him to step ddwn. Do leadership qualities subsume personal or private 
life characteristics? How are these perceived by different sectors of American society? 


nan unpublished masteral thesis on the dimensions of ethos in the Philippine 
setting (Madrigal: 1992), tite study looked into the perceptions of Filipino respondents of 
political figures prior toa presidential election. “The results showed that there are three (3) 
majo: dimensions of ethos that are perceived by them, namely: “moral qualifications,” 
“intelligence,” and “expertise.” The other two are minor ones, namely: “message-related 
factor” and “delivery.” 


Ina related study by Nenita Osio- Santos (1996) on the “Patterns of Ethos: A Filipino 
Profile,” ranked highest among three in ethos was a senator who was perceived to be capable 
of transforming, people's lives to realize their dreams/ potentials, an agent of change, and & 
problem-solving figure. If these characteristics were thought to reside in the speaker even 
before concrete proof of them came about, on what factors did the audience attribute high. 
‘credibility to the source? Since we subscribe to the fact that ethos resides in the mind of the 
listener, what characteristics do Filipinos see in political candidates that make them 
“winnable?” 


What about universals of ethos? Do people the world over cherish the same things in 
speakers? Leaders like India's Mohandas Gandhi, the Philippines' Ninoy Aquino, Israel's 
Golda Meir, Egypt's Anwar Sedat, American spiritual black leader, Martin Luther King: 
Calcutta’s Mother Teresa; and diplomats like our very own Carlos P, Romulo, the firct 
secretary-general ofthe United Nations Council, to this day remain in our memory because 
of high credibility or ethos accorded them by peoples of the world. 


Now that we have seen some real-life applications of ethos, let's examine it further. 
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NATURE OF ETHOS | 


Ethos, thus, may be characterized as: 

41. varying from individual to individual, from group to group 

changing through time (fluctuations and progressions) 

being personal and situational 

‘being composite (determined by factors like context, previous reputation of the 


speaker, audience's needs, priorities/expectations, rhetorical aspects of message 
ata given time) 


eeY 


CHARACTERISTICS OF THE ETHICAL SPEAKER 


competencafntatigence 
ARISTOTLE 2 tnatworhiness (honesty) 
2 goad charactor 


trustworthiness 
competence 

‘GRONBECK, Sicenty 

MeKERROW et ol ‘Biraciveness 
‘years 


HOMAND, JANIS & | + competence on the subject 
KELLY sincerity 


LEKERT,BERLO, | + trustworthiness 
MERTZ (1669) 1 competence on theswbject 
2 pleasaninass & iveliness 


MeCROSKEY (1956) | + thorough knowledge of subject 


BAUDHIN a DAVIS 
(1972) 


When McCroskey (1974) examined earlier researches on ethos, he came up with a 
group of communal characteristics, namely: a) competence on the subject: b) honesty; and 
6) trust-worthiness as a result of honesty. Looking, at the table above, can you think of your 
‘owm list of what makes a speaker ethical? Would you weigh all characteristics equally? 


‘Atthis point, what can you say about the different elements (speaker's reputation, 
time, context listener’s needs and goals, etc.) interacting in the ethos process? Let's examine 
further the dynamics of ethos. 
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‘THE DYNAMICS OF ETHOS 


In view ofa continually changing epeaker-listener situation, ethos may be classified 
into theee levels: 


1. Extrinsic or initial ethos, wherein the audience or listeners have previous 
mowledge of the speaker’s good character, competence, intelligence, and 
trustworthiness, 

‘Example A: droves of college students in the late'60's would troop to listen to 
then Sen. Benigno Aquino speak on international and regional evens Le. the 
‘Vietnam war, Kampuchea situstion, because thesenator's articulateness on 
‘world affairs preceded him 

Example B: a speech of introduction delivered by a respectable person prepares 
the mind oflisteners to accept the epeaker who epesks to them the fist time with 
a positive picture of his initial credibility 


2. Intrinsic ot transactional ethos, wherein the speaker's words and actions are 
continually being assessed by his listeners; this credibility level may heighten or 
diminish the speaker's initial ethos 
Example B: a rehabilitated DARE inmate gives his testimony on the evils of drug 
abuse; this affects his listeners favorably because his transformation is evident 
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Example B: an activist espousing, a radical, unpopular stance mey diminish hus 
credibility because he punctuates his remarks with unwarranted conclusiens and 
biased reasoning 


3. Terntinal ethos, the level at which tne listener perceives and assesses the 
‘speaker upon completion of the communication event the point of reckoning for 
the listener ae to the worthwhileness of the event 


Example A: the former drug-user who gives a talk on the evils of drug abuse 


ith remoree, sincerity, anda crusading spirit at talk's end, 
the gains the admiration of his audience 


IPR NP = 


Example B: a manager who used to throw his weight around now pep talks his 
subordinates ina low, firm voice and is eager to see that they produce results in @ 
team-enhancing manner 

Example: a professor known to be boring lectures ina political science lass 
ets to “recover” his audience because he shows some rapport with students by 
tying humor and familiar examples 


‘Terminal ethos is significant because like all impressions, this may be lasting, 
or without impact. It may also precede a next communication event with the 
‘same speaker and with the same listeners, If the terminal credibility conferred 
on the speaker was favorable or high, chances are the listeners will be very 
receptive initially the next time and perhaps throughout, Otherwise, the opposite 
‘would be true. Even if a speaker had low initial ethos (as in the example above), 
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‘he could etill recover and gain high terminal credibility. Thus, if you reflect on 
the dynamism of ethos, you might want to start a self-improvement program to 
heighten your credibility as a speaker. 


ETHICAL CONSIDERATIONS 
‘There are three basic ethical considerations for the speaker with ethos: 


First the speaker must display adequate knowledge of the eubjact epaken about 
Listeners appreciate the latest, the state-of-the-art, the novel, the farfrom-common things 
and information. They want to learn from their speakers. 


‘Second, the speaker must be sincere as be communicates (relates) to his listeners in 
order to gain their trust. He speaks with modesty, truth, and makes his listeners feel they are 
his equal 


“Thicd, the speaker must appear well groomed and personable, behaving with 
decorum. Audiences, generally, have high expectations of persons who go on stage, mount a 
platform, and be fora few minutes the cynosure ofall eyes 


LISTENER’S PART 


‘However prepared or crganized a speaker's message is or however sincere or 
dynamic.a speaker is, if the listener refuses to dohis part, ethos cannot reach a high dzgree. 
Listeners are varied in their moods, attitudes, and beliefs, and expectations. Sometimes they 
may be swayed by the winds of rumor and innuendo. Many times they may not be favorably 
predisposed to listen due to internal and externa factors beyond the speaker's control. At 
times It is an exercise in diversion or passing the time. Other times it is to just satisfy one’s 
curiosity. 


ETHOS IN THE PHILIPPINE SETTING: COLLECTIVE, INDIVIDUAL, 


“The classic definition of ETHOS remains a model to be followed or emulated by men 
‘and women in today’s 6o-called modern world. The facts and trends of today’s societies 
show the changing, times and changing, perceptions and values as to who and what makes a 
leader. Therefore, a leader may possess the kingly qualities enunciated by the classical 
‘orators like Cicero and Quintillian but itdoes not follow today, especially inthe Philippine 
setting, that such qualities automatically make him leader of people, such as the Philippine 
clectorate. The time when Filipino statesmen looked up to by the citizens sat atthe 
Philippine assembly /legislature is long gone. Good moral character and intelligence were 
the paramount traits of speakers who graced the halls of government then. They had facility 
of language, being fluent in their native tongue, and in English and Spanish, earning them 
the title of “orators.” They were men who recognized their important mission of attaining 
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sovereignty and independence. In the classic essence of ethos, lawmaking and policy- 


formation. 


In the Philippines today there exists erosion of ethos or credibility among speakers. 
‘We find political leaders speaking only to win votes and covet more power ~ their leadership 
consisis in keeping their voters happy come election time or near election time. We find 
these leaders instrumenially motivated to spew out campaign promises to construct this 
facility and that, to build more schoolhouses, and to build roads that will last through dry 
teeason. We find such men not of a kingly easte or mold, but men who desire to perpetuate 
their families in power. Credibility, it seems, has ceased to be functional. 


If the EDSA Revolution, a bloodless overthrow of the Marcos “conjugal 
dictatorship,” had all good points, itcan attest to a singularly remarkable ETHOS of the 
Filipinos who gathered, kept vigil, prayed, and kept one another strong, This united etance 
ayaltot a corrupt roverument of corrupt leaders manifested the Filipinos’ COLLECTIVE 
ETHOS - that fundamentally we are a people who value qualities of the good men speaking, 
the leader who chows integrity. honesty, nobility of ideals, and selflessness. ‘That we lack 
{good men speaking is not true, But that we need to muster enough INDIVIDUAL ETHOS 
‘ourselves in order fo elect ood men ints office 
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CHAPTER SUMMARY 


Ethos traditionally refers to those persuasive factors residing in ti 
personality of the speaker. Today ethos is generally known as source crv 
degree to which a speaker is adjudged competent/ knowledgeable, pleasing, and trustworthy 
by his listeners. Because thos partakes ofa volatile and dynamic nature, a communication 
‘source can undergo three process dimensions, namely: initial or intrinsic ethos, starting 
credibility; transactional or extrinsic ethos (produced credibility), ethos derived as the 
‘commumication event progresses; and:-terminal or ending ethos, credibiity spon fhe. 
‘completion of the communication event. Several researches have found that the most 
‘common characteristics of speakers with ethos are the following: competence, honesty, and 
trustworthiness as a result of honesty. 
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Since ethos or source credibility i a function of listener behavior and reception, itis 
important that succeseful communicators cultivate the generally appealing treits of sincerity, 
competence, honeaty, dynamism, and pleasantness, Furthermore, since ethosis a changing, 
dimension, speakers with originally low ethos can still improve in subsequent 
‘comununication events wiile those with high ethos can work at sustaining their credibility. 
Finally, listener-responsibility comes into the picture too. A speaker/communicator can only 
achieve so much. Listeners seck certain rewards in communication situations, Lc, to satisfy 
their intellectual curiesity, (have funy/entertainment, to be convinced, and others. While it 
is understandable for them to have goals or purposes, they need to place themselves in @ 
posture of readiness to listen —this is listener-accountability. Then the entire communication, 
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process or event can be said to be working properly because speaker-listener responsibilities 
are shared 


1, Pick two personages in government, business, science, art, or show business and 
attribute to them characteristics of ethos that you perceive. Prepare a 3-minute talk 
for a live classsoom audience. You may give examples of high and low ethos, 


2. Inyour own voting locality, observe and gather what characteristics of ethos are 
given voters’ consideration. Be sure to clazefy Gust roughly) the types of voters. 
‘Analyze these characteristics in light of why you think they are important. the 
different types of voters. You may write aone-page paper oratage a short skit about 

3, Conducta 7 minuteinterview on what personal characteristics of college boys 
appeal to college girls; after the males question the females, the latter take theic turn. 
‘The class ean tabulate the most popular characteristics and brainstorm on therm. 

4. Listen to two speeches, one thats taped, and the otheron video. Analyze the 
characteristics of bth speakers and compare their source eredibility. Again compile 
the most likabte traits (ound in both speakers. 

5. What characteristics ina professor make him/her credible twstudents? Writeoff a 
list of ethical characteristics you expect irom your teacher (s). Share what you wrote 
incass. You may also analyze what ethor traits of teachers helped you as stusents 
inthe past. How? 
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LANGUAGE 


Objectives ¥ 


After ceading this chapter, you should be able to: 
1, describe the nature of language 

differentiate the tyres of meanings 

explain the attributes of effective oral language 
suggest ways to achieve oral style 

‘employ language in conversation and public 
speech that meets the criteria of clarity, directness, 
appropriateness and vividness 
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INTRODUCTION 


English being one of our nation’s offical languages has come a long way. The 
language introduced by colonizers has apparently charted a distinct path of itsown. Today 
this “foreign tongue” is used, misused, and abused depending,on who is the perceiver, How 
do we Filipinos understand its nature and use? 


11977, former American President Jimmy Carter, on. trip to Poland, had to rely on 
Polish government interpreters because the American government could not find one who 
‘could speak modem Polish. Itseemed natural that native translators “interpreted” his 
‘speeches and pronouncements in a way that fit Polish political gensibilities. So when he 
offered his condolences to dissident journalists who “wanted to attend but were not 

tted to come,” the interpreters translated it as “who wanted to come but couldn't.” 
Jind thus the Rudience missed the point. Of course, this was long; before peresioika. 


In an article in the Genileman’s Quarterly in 1987, Kenneth Turan deseribed some of 
the misunderstandings that occurred during the dubbing or subtitling of American movies in 
Burope. Tn one movie where a policeman tells a motorist to pull over, the Italian translator 
thas him asking for « sweater (which is sometimes called a pullove:). In another where a 
character aka if he ean bring 2 dato to the funeral, the Spanish subtitle has him asking if he 
‘can bring a fig to the funeral. 


niin ennai 


Fiiipinos who certainly are reputed fo speak good English have their slip-ups too. 
Whin a popular leader was asked where his lady was, he unashamedly responded: “You 
didn’t see her? Oh, she just passed away.” All the occasion needed was to delete that 
adverb! 


“These stories illustrate some of tne many communication problems which may arise 
{in the use of language, What is language? What is the nature of language? What are the 
attributes of effective oral language? The answers to these questions will be discussed in this 
chapter. 
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Flow are we using the term language? Language sometimes refers to different 
tongues kuch as Chinese, Nippongo and Spanish. In the early history of rhetoric, classical 
rheloriciafs regarded language as one ofthe major canons: inventio (analysis), dispositio 
(organization), elocutio (language or style), memoria, and pronunciatio (delivery). Hughes 

defines it as a “system of arbitrary symbols by which thought is conveyed from one human 

‘being to another.” According to DeVito, language is the code, the system of eymbob, utilized 
in the construction of verbal messages. These last two definitions emphasize that language 

hhasto do with verbalsymbols. It has to do with a system which involves pattern and order. 

thas to do with the human social context. 


We must distinguish between language and speech. Language is not synonymous 
“with speech because the latter covers the entire scope of human communication. More 
precisely, Knower defines speech as “the ongoing multisymbolic behavior in social situations 
Paried on to achievecommunication”, Itis multisymbolic because Itemploys language, 
tones, pitch range, and non-verbal behavior simultaneously to represent what we mean. 
Language is a symbol system for both written and oral communication. We will be primarily 


concerned with oral or spoken language. This is the language of conversation and 
speechmaking. 


THE NATURE OF LANGUAGE 


‘We need to understand the nature of language so that we can use words more 
effectively in the communication of our thoughts and feelings. Oftentimes problems arise 
that turn language into a communication obstacle rather than a communication facilitator. 
To understand the characteristics of words is to understand the possibilities as well as 
limitations of these verbal tools. 


WORDS ARE ONLY SYMBOLS 


Words are symbols which represent and substitute for objects, concepts, feelings, 
emotions, experiences anid events around us. These referents may be cfacrete or they may be 
abstract. We use words to represent our meanings and to stimulate the listener to creete his 
‘own image /representation of what we are talking about. The word is merely a symbol, it is 
not the actual thing itself. Alfred Korzybskd, the father of general semantics, emphasized this 
fact when he said that the “may” ls not the territory it stands for, the word “book” is not the 
collection of pages. What this means is that if you are looking at the map of the U.P. Diliman 
campus, you are not looking at Diliman. but a functional symbol that stands for that physical 
territory. The map is not the physical territory, the map simply represents the area referred 
to, in this case the Diliman campus. If you hear or see the word “bk,” you are not seeing, oF 
hearing the book but a symbol that stands for it. These eximples ckarly remind us that as 
tne map represents the Diliman campus, the word “book” ony represents the actual object, it 
is not the thing 


Very often, though, people react to wands as if they were the things symbolized. 
Have you ever discussed an operation or a disease with friends? Did yeu notice how they 
rot equeamish at the mere utterance of such terms as “blood,” “pus,” “transfusion,” 
““incision,” or perhape “infection?” Itis probably because they were reacting to words as if. 
they were the real things. 


“To further understand the symbolic nature of words let us rafer to the triangle of 
meaning formulated by Ogden and Richards in The Meaning of Meaning. The diagram 
illustrates the relationships of the word or symbol, the thought or reference and the referent 
‘or the thing itself 


‘Thought (Reference) 


Word (Symbol) 


‘The Triangle of Meaning 
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Note that only broken lines connect the word or symbol and the referent or thing itself. This 
indicates that there is no direct relationship between word and the referent. The link 
between word and the referent isthe thought or mental process. ‘The relationship or 
connection is created in the mind of the user of the language. 


“Although itis ofen emphasized that there is no necessary connection between the 
symbol and that which is eymbolized (the referent, a habitual confusion of symbols (words) 
with things symbolized persists. People treat words s if they were the actual objects OF 
‘vents fo which they refer. For instance, there isa grain of fear about “death” and “dying” in 
almost all of us. In an effort to ward off this threat, we refrain from even pronouncing the 
‘words, Ifthe topic cannot be avoided, the idea is circumvented with an array of metaphors: 
passing away, demise, departure, loss, has left us forthe great beyond, wrote thirty and met 
his Maker, We use circumlocutions oz euphemisms, A euphemism according to Webster's. 
‘Ninth New Collegiate Dictionary (1991), isthe substitution of an agreeable or inoffensive 
‘expression for one that may offend or ane that may suggest something unpleasant, harsh or 
indelicate. Old people are referred to by gentle euphemisms such as senior citizens, the 
elderly, advanced in years or the golden-age proup. In the book The Official Politically Correct 
Dictionary and Handbook, its co-authors humorously offer some linguistic improvement 
‘They suggest that instead of saying “bald” say “follicularly challenged,” instead of “fat” say 
“horizontally challenged.” ‘They prefer “temporarily able” to“healthy.” A better word for 
“body odor” is “nondiscretionary fragrance” and for “lazy” is “motivationally deficient” 
Other interesting entries include “ethically disoriented” for dishonest and “negative saver” 
for ajendtheift. The familiar line “cticks and stones may break my bones but words will 
never hurt nic" should te tre Sut s not 


MEANINGS ARE IN PEOPLE, NOT IN WORDS 


‘As communicators, it is your taskto use words to create desired meanings in the 
minds of your listeners or receivers. However, no matter how carefully and precisely you 
select your words, they (words) do not automatically convey the same meanings from. 
speaker to listener, Meanings are not stamped or imprinted on the words of the messages 
{your listeners receive. Recall what you learned in an earlier unit on the communication 
process. Only sound and light waves come between tive speaker and his audience. iieuninys 
Go not inhabit words. Instead, they are assigned by the individual who perceives the word. 
It should therefore be no surprise that there can be as many meanings or interpretations fo & 
termas there are people who use them. 


Barrameda tells us that the word “set” is the word with the most meanings in the 
English language. It has 0 far 5S uses as a noun, 126 as a verb and 102s a principal adjective. 
How does a listener know which meaning a speaker is using? We'see the same predicament 
‘when we speak Filipino. Dr. Lilia Antonio of the Department of Filipino and Philippine 
Literature in a research paper revealed that the Filipino werd “labas” has 74 meanings in 
both simple and complex usages. It might just bea food idea to use index and dates as 
reminders that no word ever has exactly the same meaning twice. UPiois is not UPiys is not 
UPino is not UPzon. Chair: is not chair, is not chairgis not chairs and so on. To do this is to be 
reminded that chain is different from chair that even chair does not tell us all about the 
“chaira" and that there may be characteristics left out in the process. 


‘When we comununicate with others, we can no longer consider only our meaning for 
a word. We have to consider what these words mean to those with whom we are 
communicating with in order to apply what Wilbur Schramm cals the common “fled of 


‘experience.” Meanings are crested in the minds of people and meanings have to be sured to 
facilitate understanding, 


LANGUAGE IS DYNAMIC 


(Change is true of all languages but is particularly prevalent in the English language. 
‘According to Kacirck, changing cocietal needs, the erosion of old customs and a call for 
elegance are some of the reasons for the growth and decline of language. Many words die a 
patural death. “Clapperclaw” for one, has disappeared from common usage and the simpler 
‘Verb “to scold” has taken its place, “Iron curtain” and “Soviet bloc” are no longer in usage. 
Can you list more words? 


Words are static while meanings are dynamic. Many words remain the same but 
take on anew and different meaning. In the history of words, there was a time when 

‘ counterfeit meant a legitimate copy, brave once implied cowardice and garble meant fo sort 
‘out, not to mix up. Many old words which once were used to describe one experience are 
now used to describe other experiences. If we were to look under a“hood” over 500 years 
ago, we should have found a monk. Today we fad an automobile engine. It is also the 
‘abbreviated form of the word hoodlum. Itmay also denote the part of the academic growth 
that indicates by color the wearer's college or university. Probleme will arise if one reacts to 
words es if their meanings never changed, 


Language isa function of time, Every generation evolves i own style of language. 
It was the state of modern English which led Prince Charles of England to wonder how 
Shakespeare's Hamlet would have delivered his famous “To be or not to be" soliloquy in 
today’s language (“Prince Charles ‘rewrites’ Hazlet”). 


In Act III Scene I of Hamlet the protagonist says” 


To be or not to be; that isthe question: 
Whether ‘tis nobler in the mind to suffer 
‘The slings and arrows of outrageous fortune, 
‘Or to take arms against a sea of troubles, 
And by opposing, end them? 


Here is Prince Charles’ version of how the soliloquy would be written in today’s 
English. Note how the choice of words has changed. 


‘Well frankly, the problem as I see it 

‘At this moment in times whether I 
‘Should just ie down under all this hassle 
‘And let them walk all over me. 

‘Or whether [should just say OK 

get the message and do myself in. 


New words are created, Cyberspace, hi-definition television, holography, surrogate 
parents, genetic engineering, multinationals, computer simulation, browse the web, 
Bioterrorism, jumbo jets are ust few of the coinages that have gained currency in the past 30 
years. 


[New situations create new meanings. Roget's Thesaurus the 150-year old took of 

‘and antonyms was recently revised to reflect changesin language. thas 
eliminated words its editor says are biased, prejudiced, twisted, sexist liberal, and narrow= 
fninded, For one, it makes more explicit the existence of women. Aleo, the choices are more 
wide-ranging and neutral as possible. For example “mankind” has been changed to 
“humankind,” “countryman” to “countrydweller” and “rich man” to “rich person.” The 
revised volumes also contain entries under the new headings of micro-electronics end date. 
processing, Itseems unclear that we cannot ignore change and assume that reality is static 
and unchanging. 


‘We need to consider as well how place can affect the way our listeners process our 
words, Words are used differently in one country from the other. You may be quite familiar 
with a fow of them; for example, lift/elevator, dustbin/garbagecan, biscuit/cookie. In 
Britain, homely és a flattering expression (equivalent to homey); in America it means “ugly.” 
In Britain upstairs is the first floor; in America it means second. In Britain “to table a motion” 
‘means to put it aside; in America it means to give priority. In Britain “presently” means in a 
little while; in America it means “now.” In Britain the Royal Mail delivers the post, not the 
mail, hile in America the Postal Service delive's the mail, not the post, 


Language is also a function of culture. It reveals whata group of people might deem 
important in their everyday lives. This is most apparent in thedifferences of vocabulary 
from one tongue to another. For example, Peruvian indians have roughly 200 words for 
what we simply know of #9 “potat=” just as Pilipinas have a roster of terms for ther staple 
food “rice.” This reflects their great economic dependence upon this crop, the special 
‘varieties of potato they have developed and the level to which they have raised the art of 
potato cultivation. ‘The variety of kinship terms in a language, meanwhile, reveals how 
important these relations are within a culture, Le, social structure. Since kinship relations 
tre of paramount Importance to the Australian bushman, he has separate terms to refer to.his 
nother’ elater’s eon, his father’s brother’a daughter, his wifes father’s brother's wife, and. 
dozensof other relatives of varying and dizzying degree, Thereason for this is that his rights 
land responsibilities differ with respect to each of them. 


Many other interesting examples demonstrate how language as it varies from society 
tocociety reflects and reveals culture. Concepts which are important to a society are 
allocated a large number of terms. The residents of the Trobriand Islands of Papua, New 
Guinea, havea hundred words for yams. The Italians have over 500 names for different 
types of macaroni. Meanwhile, the Arabs are said to have 6000 words for camels and camel 
equipment. Money is extremely importantto the American culture. As a rerultthey have 
many terms for it: “finances, funds, capital, assets, cash, pocket money, pin money, change, 
bread, loot” etc. We Filipinos have many words for rice. Its our staple crop and we find it 
‘on the dining table more than three times aday. Have you tasted “golapong,” “pirurutong” 
pinipig,” “suman,” “balan,” and “tutong?” 
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Communicators would do well to be sensitive to how these differences in time and 
place or region affect the meaning of words. The tendency to ignore change and assume that 
Ponds are static and unchanging can be a barrier fo effective verbal interaction. 


WORDS HAVE MANY TYPES OF MEANINGS 


-There are at least five general types of meanings : denotation, connotation, structural 
meaning, contextual meaning and sound meaning, The first type of meaning is denotation, 
anther jective, precise, Hteral or dictionary meaning of a word. Suppose we take the word 
University.” The dictionary defines tts “en instittion of higher learning providing 
‘rallies for teaching and research.” Denotation fs like pointing toa referent or the object 
tant We would more Hkely agree with the denotative meanings of words and have the 
same definitions. 


Sach isnot the case, however, with connotative meanings. Connotations are mene 
siitjecive, figurative and variable. The connotativemeaning of “university” inetaces allthe 
feelings associations and emotions that the word touches off in different individu These 

aie pemories may be pleasant or unpleasant, negative or positive, good or bad 
fay one parson, the school might connote DQs, boring lectures enlistment Lines and erm 
papers. ince connotations are extremely personal fewer people would agree on the 
Parerrative meanings ofa term. These meanings reside in the relationship between the 
object and the speaker of listener. 

"According fo the ate American Senator Si. Hayakawa, author of Language i Thought 
and Action there ove "anarl-words” and there are“pureawords", The terms “politician” and 
se cman" refer to the «ame denotation. But the tern politician con‘inues to have a sisi 
meanin, hener,a“‘snarkword.” “Statesman,” on the other hand, suggests Hans desirable 
Tmage of one who exercises politcal leadership wisely and without partisanship, therefore, a 
‘purrrcord.” Another pair of examples is “mellow” end “sane” “The word “mellow” is a 
ceinplimentary sy wayma forthe neutral term “old” Mellow usually causes Hotoners ‘2 react 
favorably toward the object described. The word “senile” is often regarded as an 


Many words carry with them a strong effecton the reactions ofthe auttiencs, They 
are more apecfcally eferred to as loaded words. Words suchas instigate fllire, sees\ei 
aeenare Pe pei ere considered loaded words by many. They postess rch emotions! 
‘coloration. Exercise care when using loaded words 


‘Meanwhile, structural meaning tells us thatthe meaning of a sentence is determined 
not by the word alone but alo by the ttl arrangement and sequence of words, The Pattern 
aoe inwhich the words are used or encountered communicate certain meanings. 
‘Misplacing « modifier can change the meaning of an idea. White, in his language chapter 
ae ton diferent mearings can be conveyed successively inserting the word crly 
afore anch af the 7 words in the sentence She tld me thet she loved me 
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Examine the two statements below. Although they have exactly the same set of 
‘words arranged in the eame sequence, two different meanings can be inferred depending on 
where the commas are placed. 


Woman, without her, man isa savage. 
Woman without her man, is a savage. 


Contextual meaning is another important type of meaning. Linguistic and 
nonlinguistic factors can affect the contextual meaning of a word. Linguistic factors are the 
‘word with which a term fs ttrrounded. In the sentence “A sensifle diet must include 
‘vegetabies and fruits uchas bananas,” we can easily make a quick guess as to the meaning, 
of the term banana simply by examining the words which surround it. The terms diet, 
Vegetables and fruits provide clues as to the specific usage of the word “banana.” Similarly if 
fone were to say “He's the big bose in that company. He isthe top bananat” the words “big 
boos’ and “company” would give us the precise usage of the word “banana” inthis 
particular instance. 


Nomlinguistic factors may include the following: the situation in which the term is 
used, the facial expressions and gestures which accompany the utterance of the word or 
‘words. To avoid ambiguity in communication, the speaker must indicate the context so that 
this listeners cant be made aware of lt. Read the following segment and note how awareness 
of the coritext adds precision to meaning of the word “volunteer.” 


“Just a minute, America is a nation of volunteers. In small towns, volunteer firemen are _ 
‘obedient and passionate. When heir wives say goto the blazes, they do. Then they just home to tscir 
‘lames. When ther wives ack for volunteers to take out the garbage, husbands volunteer that they 
‘would ather go bowling, Wives reply : I have seen you bowl. It’s the same thing as taking out the 
garbage, 


Ralpl Frampton volunteered to send Alice to the moon. Lucky for Alice she wasn't married 
toNeil Armstrong. In time of war, officers ask priontes to volunteer for dangerous missions. Ever 
hear oft private asking a: officer to volunteer? 


Tit Botany, a volunteer is acultioated plant grown from an accidentally dropped seed. IN bar 
rooms, [hae seen seedy guys drop accidentally and they were not cultiated, Toseroeina 
‘submarine, you must volunteer. To serve a submarine, you got to work ina pizzeria, 1 think I will 
leave nao, voluaitarlly.” (Transcribed from tape of “Just a Minute" segment by Gene Shalit ofthe 
NBC Today Show) 


Sound meanings meaning derived from the way the word or words are spoken. 
‘The epeaker's tone of voice and subtleties of inflection may Indicate meanings which are not 
apparent in the printed text. Try saying the following sentence while accenting or stressing, 
the different words: “She is beautiful.” Differences in meaning are communicated depending 
‘on where the stress is placed. Or try uttering the word “well” ina variety of ways. Notice 
‘how these exercisen reveal how vocal variations, valume control and even pitch are 
important In shaping meaning. 
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‘We have seen from this discussion that words have many different types of 
meanings, For language to work there must be a common understanding of what the words 


THE ATTRIBUTES OF EFFECTIVE ORAL LANGUAGE 


Effective oral language possesses the following characteristics: clarity, directness, 
appropriateness and vividness. 


1. Effective oral language ts clear 7 


Imagine you are standing atthe intersection of University Ave. and yousee 
‘someone about to step into the path of an oncoming car. Do you say, “It would 
‘appear from available empirical evidence as if an unsuspecting person is in danger of 
being struck and injured by an approaching automotive vehicle?” Ofcourse not. 
Youshout, “Look out!” Its apparent from this example by Lucas that one can be 
accurate hut not clear 


Clarity involves correctness, accuracy, simplicity and understandability 


“The first attribute of clarity is correctness. Your language must be 
grammatically correct. Aside from causing misunderstanding, 
Errors in grammar can corésibute to a lowcred ethos or perception of 
the source. For instance, the verb of a sentence must agree with 
subjectof the sentence. Clear language must elso avoid mangled 
synias 


A second attribute of clarity is accuracy. Precise word choice 
involves choosing, words that accurately dopict your meaning. A 
speaker must first make certain what meanings he wants his 
receivers or audience to get. He then checks whether the words he 
has chesen are the most precise ones for expressing that meaning 
Suppore you want to say that you are "terribly perplexed by the 
vents” Is perplexed a better choice over puzzled, bewildered, 
Confused, nonplussed or even dumbfounded? The words gucss, 
prediction, estimate foretell forecast mean roughly the same thing, 
‘One of them can represent reality more precisely and can convey a 
shade of meaning that distinguishes it from the other words. The 
same is true of the following set of synonyms: gift, subsidy, award, 
‘contribution, inheritance, present, endowment and benefits, Each 
term in the preceding group i slightly different from the other. 
Choose you words carefully. Use a dictionary or thesaurus when in 
out 


Imprecision may result from the use of all-purpose words. 
‘All-purpose words emphasize similarities but not differences. 
Remember the last time your mother asked you how you are doing, 
inschool? You probably eaid, “Okny/" or “Fine.” Try to give more 
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precise and specific answers next time. “My professor gave me a 1.5, 
for acritique of a play which I watched recently” or “I flunked my 
third exam in Math 17.” To say “thecar has been driven 30,000 
kilometers and has never required repairs” is clearer than saying 
"t's a great car!” 


Imprecision may also result froin the use of abstract words. 
Abstract words refer to general concepts, qualities or tributes, 
“Diecipline,” “liberal arts.” “empowerment” are abstract words. 
‘Although they are sometimes necessary in order to express certain 
ideas and experiences they are easier to misinterpret than concrete 
‘ones. Concrete words refer to tangible objects, specifically people, 
places and things. “Blue book,” “lips,” “jeep” are concrete words... 
‘They evoke more precise mental pictures in your listeners’ minds. In 
order to avoid ambiguity, move from abstract to concrete and 
general to specific, 


‘Compare the choice of words in the following sentences 
pairs 


‘The patent is aking alot of improvement. 
“The patient can now bresthe on his own. 


will rot tolerate dishonesty in the classroom. 
1 will not tolerate cheating on tests in the classroom. 


Business is good. 
For the first quarter, the volume of car sales increased by 25 %. 


Thave a dog. 
Thavea pit bull terrier, 


Tin the fit rentence of each pair, the italicized items are 
‘general and abstract. In the second sentence ofeach pair the 
italicized items are concrete and specific. Make a conscious effort to 
be leas general and abstract and more specific and concrete in your 
language. 


Imprecision may result from exaggeration. Words like 
“awesome,” “colossal,” “stupendous,” and “terrific” have immediate 
and strong appeal. However, when there superlatives are used 
indiscriminately to describe anything and everything, they can cause 
misunderstanding, 


A third attribute of clarity is simplicity. Usea short simple 
common word for a long unfamiliar one. A listener will have 
ficulty deciphering meaning if difficult words are used and too 
‘specialized vocabulary or technical jargon is employed. Say 
difficult to understand,” rather than “esoteric,” “large” rather than 
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“elephantine,” “to avoid” rather than “to eschew” or “building” 
rather than “edifice,” “imprisoned” rather than “incarcerated.” 


‘Allocal insurance group has found the value of simplicity 
ceven in the face of high-tech sophistication. Itrecently introduced 
fnew look in its policy contracts with insured parties by reducing the 
‘number of words to the barest minimum and eliminating legalistic 
terms in favor of laymen's language. Thus, the first page of this 
firm's insurance policy now reads: “We pay the face amount to you 
if the insured is alive on ts termination date orto the beneficiary if 
the insured dies before the termination date, eubjoct to the 
provisions ofthis policy.” 


Here are some suggestions to achieve simplicity of language 
style. 


Avoid verbosity or wordiness, Wilson cites that economy in, 
Ianguage involves the right choice of words, in the right amount and 
in the best order for instantancous intelligibility. It is relative to the 
topic and the receiver's needs. In addition, spoken language is 
understandably more ample than the written form because the 
tisteners cannot review unless enough words are used by the 
‘speaker, This however, should not be an excuse for verbosity. 


Use short and simple sentence construction. Clarity can be 
enhanced ifsentences are not too lengthy. This is particularly true of 
persuasive messages. Ragsdale found that “brief messages 

produced significantly more attitude change than wordier versions 
Of the same message that were indirect, repetitive, or included 
numerous compound sentances.” 


Avoid tautology and redundancy. 


«+ Say “innovation,* not “new innovation.” An innovation 
Ja new. 

© Say “refer to” not “refer beckto.” Refer just needs a 
nee 

«Say “revert to” not “revert back to.” Revert actually 
means “goback” sojustadd a “to. 

«Say “proceed,” not “proceed on.” Proceed only goes one 
way: ahead or forward. 

+ Say “unique” not “more or most unique.” Unique 
means oneof a Kind 

Say “reason,” not “reason why” or “reason...because.” 
Reason, by itself, means explanation 


‘The following paragraph further exemplifies this language 
problem: 
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‘Meet Tautological Tessie. She's planning to redo her house over, 
“Arman she trusted tered out tobe a dishonest crook. She thes the true 
facts and doest care to drive ata fast spect. At partie, she seres sherry 
wine, She was once courted by a rich mnilionaire and she thinks young 
teenagers are cute. Its her conviction that when studying a new subject 
‘he should lear the basic rudiments. She always sends flowers to sick 
invalids, and f there's anything she hates i's a gloomy pessimist. Fragrant 
perfumes attract her. A neighbor of hers tas held up by @ crazy 

th. You'll neve eatch Her going to see sad tragedies, a she prefers 
fry comedies. Ata sideshow once she sw a tall giant (Whit). 


“Avoid hackneyed phrases or trite expressions. Examples of 
such commonly used terms are “last but not the least,” “at this point 
fn time” and “in thelast analysis.” “In conclusion let mesay” and. 
*in the eventuality of” can similarly be avoided. Reword your. 
intentions, Substitute these phrases for more original and frestt — 
expressions. Also do away with verbal intrusions such a8 “you 
mow” “basically,” “actually,” “I mean,” “okay” and “really” in 
your oral speech. Eliminating such verbal fillers will help you 
convey your ideas more clearly. 


A fourth attribute of clarity s underotandability. Define your 
terms. When explaining ats unfamiliar or difficult concept, for 
example, you can define by using, a dictionary definition. You can 
iso trace the word's historical and linguistic development. “ou can 
plain how a particular authority views the term. You can define by 
negation. Or youcan give familiar examples. You may even define 
by analogy by comparing the term with a known or familiar entity 
‘You really have many options to choose from when presenting, 
‘unfamiliar or difficult concepts. 


“Avoid technical jargon, slang and uncommon foreign words, 
Jargon is the technical language of a professional class. Lawyers, 
‘physicians stock brokers and even professors have a specialized. 
Jocabulary that ther respective professions use. Before sings 
jargon, determine whether or not your audience or receivers share 
your technical or specialized vocabulary. For example, it would be 
Understandable among, doctors to say “singultus spasm” for hiccups 
‘or “bilateral periorbital hematoma” for Blackeye. But io use such 
terms among, laymen would confuse rather than clarify. 


Slang is enother kind of sublanguage, a variation from the 
‘general language. It is especially appropriate in contexts of extreme 
informality. Although used by the general public it not 
considered proper in polite conversation or appropriate in formal 
seritten communication, Words such as Inamungous, turn off, sh 
oney, bore, wodry, go with the flow, get my drift are examples of 
slang, When used frequently, slang words are incorporated into the 
‘general language as acceptable terms. 
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‘There are a number of foreign words which are commonly 
‘used and understood by Filipinos. Some of these are vis-a-vis, coup 
etal, non sequitor, bon appeit de rigueter and bona fide. If you have to 
use other foreign terme, make sure that your listeners understand 
their meanings. Otherwise, use uncommon foreign words sparingly. 


2. Effective oral language is direct and conversational. 


When you are conversing with a friend or delivering aspeech, you havea 
live listener or audience. Remember that itis an audience that is listening, not 
reading. Readers can goback to reread or even pause at their own leisure to ponder 
‘upon what the writer has said, This advantage, however, is not available to the 
speaker. Hence, you must make sure your language is instantly intelligible. This 
concem with instant intelligibility results from the simple fact that speech sounds are 
‘evanescers meaning they fade rapidly. So if your words are too technical, too 
difficult or too high-brow they may not be received at all. Blankenship suggest that 
Tanguage for spoken communication must be oral in style: it must be quickly 
comprehensible, ess formal, contain more restatement, be more direct and personal 
and easily spoken. 


Here are some suggestions to achieve oral style, 


Use short words instead of polysyllabic words. Conversational speech is 
= +. elliptical, meaning it is marked with extreme economy of words, Use 

phone, instee of telephone, co-ed dorm for co-educational dormitory 

«Use personal pronouns to help you identify with your listeners. Say 
“our future” “I believe” and "We can change.” 

« Usecontradicticns such as isnt, aren't, won't and didn't in order to add an 
air of informality. 

4 Use shorter sentence length. 
Use simple but graphic words. 
Use direct and rhetorical questions. Oral or spoken language demands a 
response. Interrogations, both direct and rhetorical, evoke quick 
responses from listeners. Direct questions are answered by te speaker 
etic yhetorcal questions allow Tnteners to ponder upon the idea or 
subject. 
Employ idiomatic expresstors. 
Use the active voice rather than the passive voice, Instead of saying “It is 
hoped that active verbs will be used in the oral style” say “Use active 
‘verbs in order to achieve a more effective oral style.” The active voice is 
astrongerand more vigorous verb form. 

«Again, because of the temporal nature ofthe speech act, more repatitions 
land restatements must be used to ensure comprehension. 

‘+ Lastly, since you confront your audience face-to-face, refer to them more 
directly, as well as to the time, place and immediate occasion. 
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3. Effective oral language is appropriate to the listeners, the occasion, the 
speech purpose and the speaker's personality. 


Effective oral language's appropriate to your audience. Adapt your 
language to your audience's needs, attitudes, interests, knowledge and 
field of experience. Use words that they will understand, accept and 
respond to, Your words should reflect respect and friendliness toward 
your receivers of listeners. Audience analysis will help you determine if 
‘you should be formal or informal. The varsity backetball coach of the UP 
Maroons might address the players of the team as “you guys” while the 
speaker in a more formal situation much asa conferment rites for = 
visiting dignitary will start with “ladies and gentlemen” or 
“distinguished guests." Although you can use certain words when 
conversing with your dose friends, those same expressions may not be 
suitable for a public audience, 


Professions such as medical legal, engineering, etc. have 
developed jargon thatis relatively incomprehensible to outsiders. If you 
"were speaking before an audience of doctors, you will be understood 
‘when you say “parotts” when referring © a viral disease marked by the 
swelling of one or both ofthe parotid glands. But if you were addressing, 
‘non-medical group, you will prohably need to simply say “mumps.” 


IE oun ome 


Here are two versions of the Lord's prayer played regularly 
‘over a local Christian radio station, Read each one carefully. Note the 
diflerences in word choice, !Tow well does the second one (children’s 
version) adapt to the special needs of child listeners? 
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‘The Lord's Prayer 


‘Our Father who art in heaven 
Hallowed be Your name 

‘Your kingdom come 

Your will be done on ear 

‘Asitis in heaven 

Give us this day our daily bread - 
‘And forgive us our trespasses 

‘As we forgive those who 

‘Trespass against us 

‘And lead us not into temptation 

But deliver us from evil 

For Yours is the kingdom, 

‘The power and the glory 

For ever and ever. 


‘Amen 


‘The Lord's Prayer (children’s version) 


Dear Lord in Heaven 

Tmnot sure where that is 

But I bet it’s beautiful 

You take care of us 

and You love us and 

‘Your Name is very special 

We hope one day 

{It will be just like heaven right here 
If we all did what you want us to do 
it would be just like heaven here 
Please help everyone to find 
‘enough food for today 

Please help us to make sure 

no one goes hungry tonight 

Please don’t be angry when 

‘we make mistakes 

Allchildren make mistakes, 

even big children 

‘And please help us tolove You 
‘And Your other children when 
they make mistakes 

Sometimes we get angry and 

that’s a mistake for evezyone 
‘Sometimes it looks so easy to 
dothe wrong thing 

sand sy hard to do what's right 
Please don’t let the wrong things look so easy 
Please help us to stay out of trouble 
Ged it’s your world 

‘You can do anything ant 

“You're the Greatest 

‘That's the way its always gonna be. 
We love you, Amer 


“Another important consideration is thal as a speaker or ser of 
language, you must avoid alienating your listeners, In conversation as well 
‘sin public speaking, avoid language that belittes your receivers because of 
their gender, disability, race, ageor other characteristics. Your words must 
be considerate of not only the people you are talking to but of the people you 
talk ahout. Do not use obscene and questionable language in a speech. 


Effective oral language ie appropriate to the occasion. Just as you do not 
attend a debut in shorts and sandals but in appropriate formal attire, a 
pear will have to determine the nature and the degree of formality of the 
apecch occasion. Varying situations and circumstances affect language style 
‘The even could be solemn or humorous; business-like or casual, The 
language used in the state-f-thenation address is expectedly more formal 
than a speech of teibute in a testimonial dinner. Everyday conversation 
‘would use informal language. Although the mood ina funeral may be 
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different from the atmosphere in a graduation ceremony, you may 
‘occasionally hear the epeaker delivering a eulogy tell alight or amusing 
lanecdote about the deceased. On the other hand, speeches to enterain can 
have serious and earnest goals. 


Effective oral language must be appropriate to the speech purpose. If you are 
‘speaking in public, remember to vary your language style according to your 
speech purpose. The language that is used to transmit information and the 
language that is used to persuade and in(luencebehavior are different. The 
language of informative discourse is characterized by accuracy of 
‘vocabulary, explanation of technical terms and concreteness of language. 
‘The words you choose in informative speaking, must be able to draw precise 
denotativemeanings in your lstener’s minds. If your general end is to 
persuade, thats to modify attitudes and behavior, the language style is 
‘expected to focus on footings and changing emetions and attitudes. There 
‘will be a tendency to employ more abstractions because these have 
immediate emotional appeal. 


GL Effective oral language is appropriate to the speaker. The words you choose 
must be reflective of your own character and atitudes, as well as Your 
intellectual and social background. Use words that you understand and are 
comfortable with. Your personality also dictates the options you make when 
expressing your ideas 


Itis clear therefore, that to achieve stylistic propriety in language 
demands an understanding of the particular speaker the par'icular topic, the 
particularsituation and the immediate needs of the listener. 


4, Effective oral language is vivid. 


Colorful language that appeals to sight, touch, smell, and taste enlivens your 
speech. Vividness may be achieved through the use of imagery. These word pictures or 
images let you “see” the colors and designs ofthe various Katipunan flags, or “hear” the 
cacophony of sounds created by frogs afier a long rain, “feel” the cold Baguio air against 
‘your face, “smell” the aroma of freshly-baked bread or “taste” the sourness ofa green 
mango. The seven types of imagery are visual (sight), auditory (hearing), gustatory 
(aste), olfactory (smel), tactual (touch), kinesthetic (muscle strain) and organic (internal 
sensations). Victor Ketcham refers to them as the “Seven Doorways to the Mind” 
‘because they are doors which the speaker must open so that his listeners can relive or 
experience the event or situation he ts describing. 


‘Through the use of visual imagery you can try to make your audience see the 
objects or situations described. Detail the physical appearance, describe the size, the 
color, the position. Inthe following example, visual imagery is employed todescribe the 
famous Taj Mahal in Agra, India. 


“The Taj viseson a high red sandslone base topped by « huge white marble terrace on 
‘which rests the famous dome Ranked by four tapering minarets, The dome is made of white 


‘marble, but the tomb is set against the plain across the ricer and it isin this background that 
works its magic of colors that, through ther reflection. change the view ofthe Ta, The colors 
change at diferent hours of the day and during the seasons. Like a jewel, the Taj sparkles in 
‘moonlight when the semi-precious stones inlaid into the white marble on the main mausoleum 
catch the gw ofthe moon. The Taj is pinkish in the morning, milky woe in the evening ané 
golden when the mioon shines.” (Doronila) 


‘Auditory imagery calls attention to details of sounds which you are describing, 
‘These may include loudness, rhythm, pitch and quality. Gustatory imagery provides the 
opportunity for your audience to taste what youare describing, Details may include 
saltiness, tartness, sweetness or tanginess, sourness. 


Olfactory imagery allows your audience to smell the odvrs and aromas 
associated with the matter you are describing. Tactual imagery is concerned with the 
sensations which we get through physical contact, particularly sensations of texture and 
shape, pressure, heat and cold. Kinesthetic imagery concerns muscle strain and 
movement, Organic Imagery details taternal feelings auch as hunger; nauzea, dizziness 


Use as many of these types of imagery in your speech. 


CHAPTER SUMMARY 


Language is the system of symbols human beings utilize in the construction of verbal 
messages. To be able to effectively use words in the construction of verbal messages, we should 
‘understand Un characteristics of words. Words are only symbols. Their meanings are created in 
users’ minds. Language is dynamic and constantly changing. Words have different types of 
‘meanings. Effective oral language is characterized by clarity and appropriateness to the listeners, 
‘the situation, the speaker's purpose and personality. It must have directness and vividness. 


GUIDE QUESTIONS 


1. Explain the word:-thoughtreferent relationship. Cite an example of a 
communication breakdown that may occur when people are notable to distinguish 
the world of words and the worl of things 

2 Whatare the differences between denotation and connotation? 

3. Explain the other types of meanings. How might you use them to convey your 
verbal messages more effectively? 

Explain the four criteria for using oral language effectively 

How i oral or spoken language essentially different from the written style or fran? 


oe 
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prepare a language intensity chart consisting of three columns. Label the Gest 
aavrinn, uncomplientary synonym; the second columy neutral word, the third 


the middle column, For each of these terms, find a word that you think may cause 
{your receivers torespond egatively toward the term. Also look for a word that you 


Clip a short feature story froma newapaper or magazine. Imagine that you 25s 
vend this cory 0 anew and different audience each time. Rewrite the article making 
Ture that the language s appropriate to the each of the following spesific audiences: 
sy audience of your peers, a professional proup and elementary school pups. 


Listen to an advertisement over tv or radia. You may evaluate a printad. Check for 
the use of londed words. How does the use of such words affect your logical 
eaponse to the product. Substitute ncutral or more abjective words or expresions 
Does this change weaken the persuasive power of the ad? Share your observations 


swith the clase 


Listen to the way college students or your classmates talk. Take notes. What 
adjectives would characterize their language style. Make similar obsorvatons of 
ee proups (nrofessional and non-professional) and jot down your observations 


Choose one concept ot abstract entity from the list below. Prepare to JAM (peak on 
the top in usta minute), Pay atention to clarity and other details. Keep language 
‘ag specific and concrete as possible, 


__ Empowerment Dedication Embarrassment. 
‘Courtesy Human Rights Kindness 

* Character Gentlemanliness Responsibility = x 
Honesty Tact Discipline 
Globalization Ecotourism Fidelity 
Family Cohesiveness Sibling rivalry Pinoy English 


‘Rewriten complicated message (insurance policy, agreement fora credit eard of 
oan difficult passage from a textbook, clause from legal agreementor treaty) 
‘Mme words. Do not sacrifice accuracy of language, Read both entries to the class 
(Gronbeck) 


7, Describe orally one of the following. ‘Try to use language that is vivid and original. 


Your college crush (female or male) 
‘The buffet table at your favorite restaurant 
‘Aview of the Sunken Garden 

‘Traffic ata busy intersection 

Last two minutes of a basketball game 
Sexinds in an amusement arcade in SM 
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USING the VOICE to 
COMMUNICATE 


Objectives 


Aor reading this chapter, you should be le to: 
1, state why every person's voice is unique 

2. deseribe the stages in voice production 

3. identify the types of breathing, 

4. explain the various aspects of voice usage 
5. 


identify the steps to improve the quality of one's 
‘voice 


6. identify the causes of poor articulation 
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INTRODUCTION 


What kind of voice do you have? Isit rich and resonant, soft and alluring, thin and 
nasal? Is it deep and raspy, of harsh or irritating? Whatever the characteristics of your voice, 
ou can be sure its unique. Because no two people are the same physically, no wo people 
have identical voices. This is why volceprints are sometimes used in criminal trials as guides 
to personal identity. 


‘The second major element of a speaker's presentations the voice. Vocal delivery 
involves the mechanics of vocalization, vocs] characteristics (including, pitch, volume, rate 
and quality) and pronunciation. Inexperienced speakers often pay little attention to their 
oval delivery, and that the voice cannot be altered in any way. Even though one's physical 
‘makeup influences vocal quality, much can be done to vocal delivery. 


THE PHYSIOLOGY OF SPEECH 


‘Two separate but related mechanisms are involved in the production of speech: the 
voice-producingg mochanism and the mechanism of articulation. 


Voice Production 


1. Respiration 


‘You need a supply of air not only to survive but also to prostuce the 
sound needed for an effective vocal delivery. Itis the diaphragm that is prima ily 
involved in inhalation. The diaphragm is a domeshaped muscle attached to the 
tase and sides of the lower ribs separating the aldomen from the chest. When 
{you inhale, the diaphragm contracts and moves downward, while the ribs move 
‘upward and out. 


the lungs, through the trachea, and into the larynx. As you relax and contract: 
your diaphragm and abdominal as well as chest muscles, ai 

‘of respiration is forced from the lungs into the larynx. The larynx, commonly 
Known as the voice box, is connected above and below by muscles, which move it 
up and down. Sound is produced during exhalation when the vocal folds inside 
the larynx come together until there is only aslit between them. Air is forced up 
the tracheaand through the vocal folds causes the folds to vibrateand produce a 
‘weak sound. 


Ifyou gasp for air or raise your shoulders when you inhale, you are 
possibly using dlavicular breathing, or respiration from the top of your hungs, 
Clavicular breathing may cause unsteadiness in the air supply and creates tension 
in the neck and throat. Diaphragmatic breathing s feeling your stomach muscles 
move forward as you inhale, A good steady breath from the diaphragm produces 
the constant supply of air needed to produce sound. 
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(Figure 1: Voice Production) 


2. Phonation 


In simple terms, this process by which air is pushed through the vocal 
cords, which then vibrate to produce sound is phonation. This is not the sotind 
Sthers hear when you speak. The process of phonation is not complete until the 
ound produced in the larynx is resonated throughout the vocal chamber of the 
mouth, nose. and throat. 


a. Resonation 


“The spoken voice first goes through a process of resonation in which 
qualities are added tothe sound ast pases through e series of air chambers in 
he throat and head. Resonance is responsible for bath the amplification and 
‘enrichment of the vice. The principal resonators of the voice are the upper part 
of the lary, the throat, the nasal cavities, and the mouth. ‘The role of these 
chambers can be understood by focusing on the role of the mouth to produce 
Vowel sounds. As the mouth opens and closes, the size and shape of the oral 
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cavity changes, and the vowel sound produced changes with it. Thesound of 
Your vowels is determined, in part, by the size and functioning of these 
resonators. 


4. Articulation 


“The tongue, teeth, lips, jaw, gum ridge, the hard and soft palates, in 
‘addition to the nose, throat and oral cavities modify the resonated sound, 
‘enabling us to articulate it in the form of distinct speech. Through the 
tnovements of these articulators of speech, the size and shape of the oral cavity 
{or the production of specific consonants and vowels can be changed. The 
‘quality of the spoken voice produced by these physiological mechanisms is 
expressed in terms of several vocal characteristics that add variety to speech. 


ASPECTS OF VOICE USAGE 


“The aspects of voice you should work to control are: valiant pitel, rate, quality, pauses, 
emphasis, variety, pronunciation, articulation, a dialect. 


Pun APPINE® 


1. Volume 8 
Velume is the intensity or loudness of your vice. Each of us Los a 
volume range that allows us to project various degrees of loudness, ranging from 
fa whisper toa scream. 


‘Atone time, a powerful voice was all bt essential for an orator. Today, 
‘electronic amplification allows for even the most feeble speakers to be heard in 
fany setting, However, in the classroom, you will speak without a microphone. 
When you do, you have to adjust your voice tothe acoustics of the room the size 
of your audience, and the level of background nolse, If your audience cannot, 
hear you, your speech serveslittle purpose. 


HUEOLITY AP 


While the most important point is simply to be heard, you can also 
adjust volume to add to your overall presentation. Variation in volume makes 
you sound more dynamic. [tcan also emphasize your main ideas and add 
impact to the verbal message. 


2, Pitch 


“The pitch of the voice refers to how high or low the voice sounds. 
person's natural pitch is determined in part by the length and width of the vocal 
Fords, Women's vocal cords are characteristcally thinner and longer than men, 
fand eo they have high pitched voices. The faster sound waves vibrate, the 
higher their pitcy the slower they vibrate, the lower their pitch 
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In speech, pitch can affect the meaning of words or sounds. Pitch is 
what makes the difference between saying "yes" is an upward pitch as if to ask a 
question and saying, it in a downward pitch to mean affirmation. 


‘When you have developed control of your pitch you use this skill 
through your advantage. Through pitch variations, color and vitality is added 
to your delivery, Ikcan also be used as means of emphasis. The most boring 
speakers use little pitch variety, ending up speaking in monotones. 


3, Rate 


Rate refers to the speed at which a person speaks, Most speak within 
the range of 120 and 160 words per minute. Rate is another important vocal 
characteristic that helps atudience comprehension. If you speak too quickly, the 
audience will not be able to keep pace. At the other extreme, if your speaking, 
rate is slow, the audience is bound to lose interest and get bored. An effective 
speaker will vary the rate of speech, pausing and slowing down to give 
emphasis to some material and speeding up at other points. 


‘Speech tension may affect your normal pattern, Under the pressure of, 
giving a npecch, you might epeed up or slow down. Rate is also affected by 
delivery style, Ifyou read a manuscript rather than speak extemporancously. 
‘your rate of speaking is affected. In addition to message comprehension, 
research has shown that the speech rate also affects the ratings of speaker 
competeace and social attractiveness. One way to monitor the rate of your 
speech is recording your voice on tape. 


4. Quality 


One of the most difficult characteristics is vocal quality. Vocal quality 
refers to the timbre of the voice, a characteristic that distinguishes one voice from. 
another, .A resonant quality is desirable, 60 that the voice sounds deep and 
mellow. Voicea that are too thin, etrident, nasal, or breathy sound unpleasant 
and should be improved. Each of these qualities isthe result af poor phonation, 


5 Pauses 


Learning when and howto pause is a major challenge for most 
beginning speakers, However as you goin more polseand confidence, you will 
tteover how uaehl the pause canbe. Pauses add coler,expresion, and feeling 
tonspocch, They are wed deliberately to achieve a desired effect like pausing 
when you Introduce a neve idea, giving your audience time to absorb what you 
treauving, of make x dramatie impacto a elatement. Pausng also helps in 
‘rb phrasing, eo you move frm one thought to the next 
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Some speakers talk continuously until they are out of breath. Others 
pause every thres to four words resulting to.a choppy delivery. Those that read 
their speeches may pause at the wrong times. Proper pausing can communicate 
‘self-confidence because you deliver the nonverbal message that you are relaxed 
enough to stop talking for a moment. 


6. Emphasis - 


‘Think of the many ways you can say-depending on how they are said 
together with a nonverbal behavior. These changes give meaning to a word or 
phrase. By emphasizing certain words you add color and avoid monotony in 
‘your speeches, Note how the meaning varies with the word being emphasized: 


WE must fight terrorism 
We MUST fight terrorism. 
‘We must FIGHT terrorism. 
‘We must fight TERRORISM. 


‘Emphasis can be achieved by applying several techniques. You cant 
change the volume of your voice throughout the speech to emphasize contrast: 
‘You can also vary your pitch to avoid monot ny, letting your audience know 


what you aresaying is important. 2 . 


‘Changing your ate at which you speak and patise can also drave 
attention o what is fo be said next. Finally, emphasis comes naturally when you 
Speak with emotions or expressing your deep feelings about the topic of your 
sheech 


7, Variety 


Just as variety isthe spice of life, 90 is i the spice of public speaking? A 
flat, unchanging voice is no comparison to a lively, expressive voice in delivering, 
a speech. To effectively communicate your ideas and feelings, vou have to vary 
the rate, pitch, volume, and pauses in your speech. Vocal variety is a natural 
feature of ordinary conversation, There is no reason then why itshould not be'as 
natural a festure of your own speeches. 


FACTORS INFLUENCING YOUR VOICE 


“There are other factors that can influence your voice. The first of theseis your 


pleysicdl makeup. This factor involves the various parts of the vocal mechanism described 
during phonation like the Iungs, vocal cords, larynx, and resonating, organs. 
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Peyclological factors also influence a person's voke. When you are anxious or excited, 
the tension may ereate a higher pitch than normal. In contrast if you are relaxed and at ease 
‘your voice willsound more pleasant. 


‘Another factor that influences voice is past and present environment, Members of the 
same family often scem to have similar voices, which is genetic as well as environmental. 
‘You havea tendency to pick up inflections from the people around you like family and 
friends. 


In addition to the influence of immediate circle of acquaintances, your voice is also 
affected by regional dialects. Different regions of the Philipyines have varying speech and 
voice patterns that make their use of voice and language unique. Even intonation patterns 
tan make a difference in the meaning of words. Most often though, rezional differences 
usually affect your pronunciation pattems voice quality. 


‘Your voice will reveal your basic personal adjustment as you experience different 
‘emotions like anxiety, anger, and defensiveness. It can also be further enhanced through 
Formal training like voice lessons. Finally, your voice is acted by your reactions to partcsdar 
communication situations like public speaking such as being a confident, nervous, indifferent, or 
enthusiastic speaker. 


CHARACTERISTICS OF AN EFFECTIVE VOICE 


Knowing how the voice is produced and its various aspects of voice usage, You 
should analyze your voice tv enablo yeu to initiatea program of planned and directed 
practice, The characteristics of an effective voice are audibility, being pleasar:t fluency, anc 
flexibility. 


1. Audibility 
“To be heard is good but to be understood is better. This characterizes 


audibility, which is an effective use of force and the need for vocal projection. A 
able tn adjust the volume of his/her voice to the size of the 


Exercises in improving breath control and projection are 
recommended for proper audibility. For breath control, breathe deeply and 
tulter the alphabet in one breath, maintaining a steady, clear tone throughout @ to 
2. Another exercise is to pant several times, later substituting it for counting 
rumbers as a platoon loader counting cadence 


‘An exercise for projection is uttering. a sentence four times, each on a 
different breath in the following situations: first to a friend within three to four 
foot; the second time, conversing around the table with twenty friends; the third 
time, toa calling out to a neighbor across the street; an the fourth time, speaking, 
Tefore an audience of over a hundred people. 
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2. Pleasant 


‘Your voice is said to be a blueprint of your personality. Therefore 
‘being pleasant is associated with a speaker's appearance, likeability, and 
personality. To produce pleasing vocal quality, one's speaking mechanism must 
be relaxed. This will produce a well-modulated, smooth and resonant voice. 
‘Unpleasant voices are those that are nasa, shrill, raspy, breathy, weak and whiny. 


‘Achieving optimum pitch or your natural ptct, your votce will sound 
most pleasant. You can determine this by singing on ascale from doto do. The 
tone in the middle range will be your optimum pitch. The term habitual pitch is 
‘what you have been used to and not necessarily your natural pitch. 


3. Fluency « 
Fluency is the smooth, easy and ready flow of utterances. This can be 
produced by a general tempo suited to te occasion, message, or the speaker. 
"The use of appropriate pauses and eliminating hesitations are necessary for a 
speaker's fluency. 


4. Flexibility 


Vecal flexibility helps hold attention, catify meaning, and gets the 
desired response. The proper use of the aspects of voice such as pitch, rate, 
volume and quality enhances the meaning. and mood to be conveyed. A stage 
actor or even a newscaster will be able to deliver their messages in a variety of 
pitch and force to capture the audience's attention, 


PRONUNCIATION as 


Pronunciation describes the combinations of vowels, consonants, syllables, and 
accents that a speaker chooses to emphasize a specific werd. Pronunciation can be important 
to the improvement of both speech and voice. 


Standards of pronunciation are often determined by geographical area or imposed by 
‘occasion or education. Certain situations such as job interviews or press conferences require 
‘careful pronunciation, Any person speaking before an audience should pay special attention 
to pronunciation. The audience's attention may be temporarily distracted when a speaker 
makes a pronunciation error, thus creating a bad impression at times. 


“Education affects pronunciation because the exposure to language through reading, 
speaking, listening, and writing results in increased vocabulary and knowledge of the way 
idfferent words are produced. If you are unsure of the way a word is pronourced, look it up 
in the dictionary. 
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‘The International Phonetic Alphabet is the standard guide for pronunciation for 
vowels and consonants, 


ARTICULATION 


“Articulation isthe process of forming meaningful oral symbols through the 
‘manipulation of te articulators -the tongue, soft and hard palate, tecth, gums lips and avs. 
Pronunciation and articulation are not identical. The failure to form particular speech sounds 
as crisp and distinct i a result ofsloppy articulation. It is one of the many causes of 
‘ispronunciation but not all ercrs in pronunciation are results from poor articulation. For 
crample, you can articulate a word perfectly and yet mispronounce itlike sounding the "in 


pneumonia. 


“There are many common articulation problems among Filipinos. Substitution of the 
vowels (long or short sound of ¢, i 0,1) and consonants (fto pb fo 9, Uo and vie esa). 


Consonants 
flower people (f~P) 
? very beautiful (v-b) 

pot nook(o) thnk tough (tt) 
ham-educate (0) 
9 useful shut (a) 


“There can also be omissions like the letter h in words like heavy and prolonging the letersi, 
sneakers, spares, There are additions like adding the consonant i before words bepinnigs 
‘with s like (ita, -step)) 


_Enors in articulation can be from organic causes like a cleft palat or a large tongue: 
social conditioning like the influence of your family and friends, It can also L< écom physical 
‘problems like wearing braces or spaces in your teeth and from nervous tension. 


tfyoa have sloppy artclation, work on Hentifying and elininatng your common 


errors through practice. The results will be worth it as your speeches will be more 
intelligible. 


DIALECTS 


‘Moet languages have dialects, each with a distinctive grammar, accent, and 
‘vocabulary, Philippine dialects are based on regional or ethnic aposch patterns. Over the 
Jears, linguists have conducted researches on dialects. Their conclusion is that no dialect i 


When is dialect appropriate in public speaking? The answer depends on the 
composition of the audience. Heavy use ofa dlalect may spell trouble for a speaker ifthe 
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audience does not share the dialect. In such « situation, members of the audience may make 


‘negative judgements about the speaker's personality and competence. Therefore, wsing & 
ialect should be with caution after an extensive audience analysis. 


CHAPTER SUMMARY 


“The impact of a speech s strongly affected by how thespeech is delivered. You 
cannot make a good speech without having something to say. However, having something 
foaay isnot enough. You must know how fo say it. A primary factor in delivery i the 
speaker's voice. re 

-The physiology of speech involves the mechanism of voice production and 
articulation. Volume, pitch, rate, pausing, emphasis, and variety determine voice quality. 
Patterns of articulation, and mispronunciation can be affected by regional dialects. 


‘Voice is the relative highness of your voice, and pitch is the relative highness oF 
lowness, Rate refers to the speed at which you talk. Pauses, when carefully timed, can add 
impact to your speech. Vocal variety refer to changes in volume, pithy rate, and pauses, 
Dialect should be used only if itis appropriate to the occasion. 


_—_—_ 


GUIDE QUESTIONS 


Why is every person's voice unique? 

‘What are the proper breathing techniques? 

What are the aspects of voice usage you should concentrate on your speech? 
‘What are the causes of poor articulation? 

What ateps can you take to improve the quality of your speaking voice? 


geepe 
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Practice articulating the words in the sentences distinctly and precisely. 


hoe feeds the three geese. They eat peas, beans and seeds 
Give dil the tin dish, tis filed with pins and rings. 
‘Ted spent ten cents for engs. Hie left them under the red bed. 
‘The black cat sat on the hat, Dan patted him onthe back. 
Mother said, “Run and get some butter. We must not eat mud forsuppert” 
oon wanted acar, Boh wanted a dal 
“Walk along the wall. Can you see the ballon te fawn? 
‘Our cook hit her foot on the wood. So she put the book on the table. 
Ruth hal twn shoos, One was bie, 
. Do you like music? A few boys do. 
Oy itis 60 cold in the snow. Let us go home by the stove. 
“The brown cow Iooked atthe Reuse. Chit eqmea monee 
James ate the cake. However he stayed away from the table 
Thavea white kite. tean fly high in the sky. 
‘The boy saw Roy. So Roy Bid his toys. 
When summer comis, Mary moves to the farm. Westay Rome and swim. 


SREB BE Bee NA 


17, Guess what the man with the gun found in the nest ~a spoon, a penny, and ten nus 
Peter drew an apple and a pig. The he put the pencil on top of the paper. 

“The Fing had a ring on his finger. Hie rang the bel Tong time. 

Bobby was a big boy. He had a black bird, two rabbits, nl a boat 

‘fed hada litte cat with white feet, He fed it meat on a plate, 

Oi Ba got off the red ladder. He called is dog, ant went away into the woods 

Bill filled his pocket with cookies and crackers. When the lock struck, he ran out the 
Tnck dor 

The gil found a big dog inthe wagon. “Go away! Goaway!” she sai 

Hany read astory about the rabbit. A bird that had no feathers was in the same sory 
Littl girls hed to play with dolis. Boys like to play ball 

Fred found a calfon the farm. He also found five yotdfish and saw butterfly 

Thave put on my gloves. Now we can shovel coal into the seven stoves 

“The tree are thick on both sides of the path. Do you think you can ace anything? 

. My brother likes this re feather but not that one. So do father and mother 

Slater eats soup and ice cream with a spook, She also likes to sew her dress. 

‘The boes are buzzing in my ears. Their music makes me lazy. 

While che weshed the dishes, the men fished. The she looks for shells lon Ue shor: 
(On this occasion, the treasure was found in the usual place. 

Harry held his hat in one hand. He said, “Ihavea horse at my house” 

Which wheel came off? Was it the white one? Where did it go? 

‘We wash our windows with soap and water. Are we doing the right wav? 

. You may not lay in the yard yet. You may play there next year 


2EUBRRBE BRRSZB 


BSRREBR 
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hier te 4 


39. The child sat on a chairin the kitchen. He watched the teacher choose some matches and 


a plece of cheore 
40. Jimmy ate the bread and jam with two oranges. He puta jar of ely in his pocket. 
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NONVERBAL COMMUNICATION 
The Potent Hidden Language 


Objectives 


Afier reading, this chapter you should be able to: 


1. “define thé term “nonvertal communication” 
ani related concepts; 

2. explain the nature of nonverbal behaviors; 

3, illustrate nonverbal behaviors: 

4. differentiate the three primary elements of nonverbal 
communication; 

5. identify categories /dimensions of nonverbal behaviors; 


6. analyze the supportive function of nonverhal behaviors: 
and 


7. synthesize the universal elements of nonverbal 
‘communication, 
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TOP Pe Ore 


INTRODUCTION 


Edward Hall is quoted in Mark L. Knapp’s book (1972) as saying: “Those of us who 
cep our eyes open can read volumes into what we see going on around us." Likewise, we 
can add: Those of us who keep our ears open can hear tomes from the voices and sounds 
resonating around us. 


Ir many of ws herdofore thought that we could communicate effectively by just using 
cour ears to listen to the words or sentences uttered by another, this chapter teaches us there's 
nore to human communication than reaches the ear. Concepts ike kinesics,parslanguage 
and proxemics among others will guide oral communicators toatain a more attentive 
posture, refinement of oar comunuinication stance, soto speak 


But Fist, what és nonverbal communication? Ruesch and Kees (1956) took the point of 
“view that if words are neither written nor spoken, they are nonverbal in nature. All those 
nuances which surround or accompany words, such as tone of voice, pitch range, articulation 
control, fail under this definition of nonverbal or what is frequently termed paralanguare. 
‘A simple definition is given by soctal psychologists Vaughan & Hogg, (1998), thus 
“nonverbal communication is the transfer of meaningful information from one person to 
another by means other than written or spoken language.” 


CATEGORIES OF NONVERBAL COMMUNICATION 
What then are the primary elements of nonverbal comenunication? Nonverbal forms 
can be broadly categorized, thus: 


Sign language which includes all those codes in which numbers, words, 
and punetuationsigns have been supplanted or replaced by gestures, ©. from a 
simple hitchhike’s “thumb-up” gesture to such complete codes like the language of 
the dont 


Action language encompasses ali movesnenis 
‘as signals. Walking and drinking, for instance, serve dual function. They can serve 
personal needs as well as make statements to those who perceive them. : 


Object language embraces all intentional and non-intentional display of 


material things, such as art objects, implements, machines, architectural structures, 
and the human body and whatever clothes it, 


DIMENSIONS OF NONVERRAL COMMUNICATION 


‘What dimensions of nonverbal communication are evidenced by studies in the field? 
Knapp (1972:5) enumerates seven dimensions, as follows: 


1. body motion or kinesies 
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physical characteristics 
touching, behavior or haptics 
paralanguage 

roxemics 

artifacts 


onviranmamtal fartrre 


saee8n 


Joseph de Vito (1986) presents a slightly different typology than the one above. He 


ctnectfiae manworhal pemmsintention intr 


Facial ermnmtenication 


eye communication 


sacl eoeerimnncetin 


2. space communication 7 
proxemics 
territoriality 
aesthetics and colors 

3 silence, paralanguage, and temporal communication 
silence 
paralanguage 


Other classification schemes would inclide olfactory communication as well 2s 
ustatory communication. With time this listing could expand. But how important are these 
concepts to human communication? Why should we all be concerned with nonverbal 


PRINCIPI FS OF NONVERBAL MESSAGES: 


“Let us therefore examine certain principles that underlie nonverbal messares. 
De Vito (1986) outlines seven universals pertinent to nonverbal communication: 


1. Nonverbal communication, like verbal communication, is contextual. 


‘Take away its context or a circumstance, a given nonverbal act is 
undecipherable. A mother’s tears at her daughter's wedding would mean 
something different from a mother's tears upon hearing the news of her son's 
death. At times, though, given the full details of the context, we may still be 
‘unable to decode nonverbals. Like goed communication, it takes practice or 
exposure, 
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2. Nonverbal behaviors are wholes not parts or segments, 


Movements involvine tse of the hands, eves, ormuiscular tone ocxr in 
packages or clusters where all parts of the human body work together to express 
a particular meaning. When various verbal and nonverbal behaviors reinforce or 
build on each other, the condition called coneruence results. For instance, when 
you scream in fear your body parts are all in unison to communicate exid 
emotion. Iteannot happen that only your eyes mirror fear and the rest of your 
body doas not 


And since nonverbal behaviors are accompanied by verbal messages, we 
take notice when contradictory messages are sent. Wemay conclude that a man 
does not mean his verbal compliment to a lady when he mumbles while lookine 
at her with a half-turned body. 


Nonverbal behaviors always communicate. hs 


Regardless of what one does or does not do, his/her nonverbal behavior 
always says something to someone. If a student were feeling bored in class but 
did not particularly: want his teacher to notice such state, he would look out the 
window more often than not, slouch in his chair, or pretend to be writing down 
notes, Or his mere silence oF nor-participation in the discussion would communicate 
this boredom. But sitting silently may have two angles, a negative and a positive 
nonverbal, Aliorether, it is impossible to not communicate, 


4. Nonverbal communication follows certain rules. 


How did you learn to boyy before vour elders? Anel what about shaking 
hando with others? Certainly, you didn’t road protocols appearing in a Manual 
of Community Behavior because you learned the rules of nonverbal behavior by 
tbserving vour parents, teachers. elders and other adults. For instance, touchine 
famong females s governed by a st of rules different from that of mak. Likewise, 
sitting behavior between the sexes is differentiated by rues. in the frst example, 
‘you learn that women may hold hands in public or walk arm in armor even do 
proionged hugging if you tex tn same beh youstight rice 
{in eyebrow of ter a comment of disapproval. in the second instance, You. 
‘observe that females usually sit with their legs closed while men sit with their 
lees oven 


5. Nonverbal communication is motivated. 


A smtle observed or received by a person may mean many thins to him/her 
but these meanings would generally be positive or pleasant. A negative 
‘emotional state or condition would commonly motivate a frown. Like verbal 
‘messages, nonverbal messages are motivated in some wav, Meanings of a smile 
or frown reside in the source as well, and the giver’s motivation is privy to him. 
‘But itis presumptuous to think that one can learn a person's motives by merely 
observing and analvzine his/her nonverbal behaviors, Ttis not possible to tell 
what's goingon inside a person ust by looking closely at his nonverbals. 


6. Nonverbal behavior is moze credible than verbal behavior. 


When nonverbal behavior contradicts or opposes verbal behavior, we tend to 
rely more on nonverbal behavior. For instance, when someone is lying but says, 
“ts true, Iswear!” you would not believe him because you see that he has no 
direct eve contact with you. The alered lars eves ae trained towards a distance 
somewhere to your ieftor right If thereis eye contact, his voice will likely give 
him away for lack of sincerity or conviction. When Albert Mehrabian (1968) and 
hiscollearues studied the emotional impact of messares (Le. expression of 
feelings), they came up with the following formula: 


Total imeact = .07 verbal + .38 vocal +55 facial 


Although the research pertained only to messages that expressed feelings, it 
fs interesting to note the very slight contribution of the “verbal” to total impact of 
the message. Are nonverbals more credible because people learn them 
subconsciously? Oris it horauce verbal are easier to fake than nonverbals? 


7. Nowverbal communication often refers to other communications. 


tis often melacrmmunicational because it goes bevond the verbal messares 
and comments on them, on how the communicator is sending out these verbal 
messages. For instance, on the first day of classes, a teacher walks in, introduces 
herself, explains the svilabus, and asks for reactions, comments, or questions. 
‘The class listens to her verbal messages but is also listening to certain nonverbals 
concerning her uncombed hair, slightly stooped shoulders, and very slow: 
marner of speaking! Certain sivental corclusions are made probably on how 
boring the class might ve, ‘Thus, frequently, nonverbal behavior serves @ 
ctaconmunication function, either to reinforce or contradict other verbal or 
nonverbal mezeanes. 


‘The following table sums up the universalitv of nonverbal behavior: 


Table 1: Josevh de Vito's Universals of Nonverbal Messages 


Nonverbal Universal Principle 
‘Nonverbal communication cannot be isolated from its context. 
NNonwerbal behaviors occur in clusters; usually consistent wt other 
‘nonverbal nd verbal messages 
‘iinonverbal behaviors send amessage. 
TLolows rules embedded in culture. 
‘Al nonverbal behaviors ocour with some reason, ieniifable or nol 
‘Nonverbal cues are more highly believable than verbal ones, 
(cee Shapio study, 1968) = 
Mtacommuricational TTrefers oF comments on verbal and other nenverbal messages, by 
{einforcing or contradicting. 


CATEGORIFS OF NONVFRRAI COMMIINICATION 


With the above precepts or rules to give us a deeper understanding of what 
nonverbal communication is let us look at its categories and their definitions and examples. 


1. Body Motion or Kinesic Behavior (moving or dynarnic) 


Ekman and Friesen (1969) systematized the vast array of nonverbal behavioral 


acts into: 


4a) Emblems ~ These are nonverbsl acts which correspond toa direct verbal 
translation or dictionary definition. These are gestures like the “Pesce” sign 
or “A-OK" or “time's up” and which are strongly shared by members of a 
culture or subculture. Emblems are commonly used to communicate when 
‘verbal channals ae blocked or when they fail. Other examples of emblems are: 

~ sign language used among the deaf 
= TV crewmen’s signals 
~ motions or gestures of two people at adistance 


b) Illustrators ~ Serving. to illustrate what issaid verbally, these are nonverbal 
‘acts that accompany speech. They are movements that accent, stress or 
cemphasizea phrase or word; movements which sketch a path or direction 
that a thourkt takes: movements that devict a spatial relationshio: oF 
movements that depict bodily action. We are aware of them but not as 
explicitly as emblems. We learn them by imitating others but not as 

© deliberately as emblems, 

0 Affect Displays ~ Verbal affective statements or messages can be repeat 
augmented, contradicted by, of unrelated to these facial configurations. 
Often, affective displays are rot intended to communicate, but they could be 
done intentionally, 


4) Regulators - Consisting, mainly of head nods and eve movements, these 
nonverbal acts serve to maintain and regulate the back-and-forth nature of 
speaking and listening between two or more communicators (interactants). 
‘They tell the one speaking to hurry up, continue, repeat, elaborate: give the 
‘other a chance, or be more interesting. The verkal “nnr-ham” would be the 
‘eauivalentof the head nod. These are like habits so internalized that the 
‘occur almost involuntarily. e 


©) Adaptors ~ These are nonverbal behaviors most difficult to define because 
they are believed to have been first learned during a given situation with 
conditions that triggered them For instance, leg shaking among males or 
females (a few) may have started in anxiety conditions where the persons 
shook their legs or hands to escape from the interaction. Many nonverbal 
acts started and developed in childhood mainly to satisfy needs, perform 
actions, manage emotions, or develon social contacts, We are generally 
unaware of adaptors. 


2. Physteal Characteristics (now-moving or static) 


‘These influential nonverbal cues emanate from physique or bodv shape, 
4 general atractivences, body or breath adors. height. weight, hair, and skin tone or 


3. Touching Behavtor CHaptics) 


‘Touch is an importantif not crucial factor to child develooment. Touching 
behavior among adults is likewise considered important. Touch conveys a whole 
array of emotions or affective states. Some categories may include the following: 
stroking, patting, hitting, pzeetines and farewel, kissing. hursine, holdine, 
sulding another's movements, and a host of others. 


4. Paralanguage 
Knannimoly mutait ata concent thatdeals with “how somethins: i 6aid 
and not what is aid.” Paralanguagehas essentially two componatis (Traeger, 1958) 
2) Voice Qualities - Qualities like pitch range, pitch control, shvthm 
control, tempo, articulation control, resonance, glotis control, and 
‘vocal lip control are included here. 
¥) Vocatizations - Vocal characterizers, qualifiers, segregates 

+ Vocal characterizers. This includes such thingsas laushing, crvine 
sighing, yawning, belching, swallowing, heavy inhaling or 
exhaling, coughing, clearing of th=sat, Fccuoping, moaning, 
roaning. whining, vellins, whispering, sneetine. snorins, 
stretching, grunting, and many others, 

+ Vocal auaifiers. This includes intensit (too Loud to too soft), pitsh 
height (too high to too low), and extent (extreme draw to extreme 
cliopinel 

+ Vocal segregates, These aresuch things as ultfai, un, am, ai 


‘and other fare Hhanant 


Included also under this category would be: siient pauses (beyond 
junctures), intruding or interrupting sounds, speech errors, and others. 


5, Proxemics 


‘This is the study of how man uses his personal and socal space in relation 
others. One facet ofthis study is called small group ecology whose concer it is to 
study how people respond to spatial relationstups in informal and formal sti 
‘Such studies consider seating arrangements, spatial arrangements related to 
leadership, communication flow, and the taskat hand. Architects and builders 
study what features fo build into residential communities because of proxemic 
‘behavior. Spatial relationships in crowds and dense populations are likewise 
‘studied. Mars personal epsce is stored in the context of conversational distance. 
‘Terrtoriality deals with man’ personal, entouchable space or turf—similar to 


‘animals. Between two or more persons talking, distance ranges from intimate to 
focal. Speakers in many public speaking situations talk acroes what Edwand T. Hall 
terme as “public distance.” 


“The follov-ing is a classification of inteshuman distance accor 
Gronbeck, Monroeet al (1994): 

2) Intimate distance: ranges up to 1% 

1D) Porsonal distance: ranses from 1¥st04 ft 

) Social distance: ranges 4 to 12 

4) Public distance: ranges from 12 feet un 


Public Distance — ranges from 12 f. up 


Personal Distance —ranes from 1 ¥: 10.48 


@ 


Intimate Distance ~ranges up to 1% 
v 


oO o 


6. Artifacts 
“These are objects or things in contact with the interactants that may serve as 


nonverbal stimuli. Perfume or ecent, clothes, bags, shoes, wigs or hairpieces, lipstick, 
eve elasses, falseevelashes, other beauty aids are included in this eatenor 


7. Environmental Factors 


“These are elements inthe surroundings that impinne on the human 
relationship but are not directly a part of it. Included here are furniture, echitectural 
style, Interior déor, lighting, smell, color. temperature, noise or music, and such 
‘conditions where interaction occurs. Traces of action belons: to this catenery as well 


For instance, you may see cigarette butts, bits of torn paper, or fruit peels lying or 
strewn somewhere and this scene mav precede vour interaction with another. 


FIINCTIONS OF NONVFRRAI COMMIINICATION 


“At this juncture, itis useful to repeat the notion of interrelationship or 
interrelatedness between verbal und nonverbal behavior. Nonverbal communication occurs 
in the context of verbal communication, So how do nonverbal behaviors support verbal 
‘behaviors? 


1. Repeating 
Nonverbal communication simply repeats what was said verbally.” Yes, yest” 
can be accompanied by a head nod or a““no-no” by a head shake. These are 
repetitions of the verbal messae. 


2. Contradicting 

Nonverbal messages or cues are usually consistent with verbal messares. 
Butat times nonverbal behavior contradicts or opposes verbal behavior. For 
instance, a parent says to a child, “ I do love you,” but a big frown casts his 
‘countenance in doubt over his endearing message. Some nonverbal behaviors can be 
faked but not all. Others are harder to makea show of. The Shapiro study 
challenged “reliance on nonverbal cues in contradictory situations” by presenting 
findines where respe..dents were extremely consistent in their reliance on either 
linguistic cues or facial cues when asked to select the affect being communicated 
from a list of incongruent facial expressions and written messares, 


3. Substituting 
Nonverbal behavior can alternate for verbal behavior. Instead of saving, "t 
flunked my Math exam,” the student's wry face can substitute for the verbal 
message. Ora widow's sad mien can expresses the message “ve just lost my 


4. Complementing 
Nonverbal behavior serves to modify or elaborate on verbal messases. 
‘When a teenaged son faces his angry father because he came home from last night's 
party with a dented fender, his muscle tone tenses up, his jaw drops, and bis grip on 
the carkey tightens, Butall this changes inio a relaxed posture or stance when he 
hears he is forgiven. Complementing behavior signals one’s atitudes and intentions 
toward another person. 


5. Accenting 


Behavior of the head or hands usually serves to stress, emph 
verbal point stzoncer. Extrome cases can exhibit the nonverbal behavior of foot 


thumping. Ekman (1964) found thatthe face mainly exhibits emotions, but the body 
carries the most accurate indicators ofthe level of arousal or intensitv. 


6, Relating and regulating 


‘These are nonverbal behaviors that maintain and control or rerulate the 
‘communication flow between two or more persons. A slight nod of the head may 
mean “Go on,” to the other person talking: a shift in sitting position may signal “Be 
‘more interesting!” or an upraised index finger may sav" T want to say something 
too.” 


By sheer magnitude of nonverbal communication in the daily life of uxnans, 
its importance cannot be relegated tothe backgrownd. It needs to be understood and 
appreciated in relation to verbal communication. Birdwhistell, a noted authority on 
nonverbal behavior makes the following estimates: 
2) the average person speais words fora tofil of 10 to 11 sinus daily, 
the standard spoken sentence taking. onlv about 25 seconds: 


)_ less than 35% is carried by the verbal component in a conversation of 
two rersons, the 65% plus being carried on the nonverbal band. 


Social peychologist Edward T. Hall outlined 10 different kinds of human 
activity, which hecalled “primary message systems” but only one of them ts 
Iansuane. 


‘CHAPTER SUMMARY 


Nonverbal communication is the meaningful exchange between two or more 
persons by means other than written or epoken language. Paralanguage consists of all those 
‘nuances that accompany the spoken message, such as pitch control, articulation control, tine 


and volume of voice, and others. The universals of nonverbal behavior are: they are 
contextual; they are packaged; they are rule governed; they are communicated; they are 
motivated: they are credible; they are metacommunicational. The dimensions of nonverbal 
behavior are: body motion ot kinesics, physical characteristics, touching behavior or haptics, 
paralanguage, proxemics, artifacts, and environmental factors. The supportive function of 
nonverbal behaviors consists in: repeating. contradicting, substituting, complementirve, 
accenting, relating. and regulating: verbal communication. 


GUIDE QUESTIONS 


1. What do you notice about the nonverbal behaviors of people in varying degrees of 
intimacy or relationship? Describe them in deta. 


2. Between introverts and extroverts, are there differences in their proxemics? What could 
the ranenme ha fae ech differance? : 


3, Why is there complementarity of relationship between verbal and nonverbal behaviac? 


4, Could youdescribe the behaviors of children and adults who were deprived of touch in 
their developmental stages? How would this affect theit communicative abilities? 


1. Choose two clusters to sit up front: one group of male students, another group of 
females, ‘The rest will observe the two groups for a minute then verbally comment on 
their nonverbals. After descriotion, the class will interact bv applvine, which universals 
‘were obtaining in the situation. 


2. Diaw aroush fieure of the human bodv. Indicate the nonverbal behaviors oF gestures or 
actions opposite the head (face), the torso, th: legs, the feet, and soon, This exercise 
“should lock closely at Filipino nonverbal behaviors 


5. Arclatal project Members of groupe will combine, collate, eynthesize their Filipino 
nonverbals and discuss the silfent featares of such by means of a groun presentation, 
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COMMUNICATING with 
ANOTHER PERSON 


Objectives 


‘After reading this chapter, you should beable to: 


1 


2 


10. 


Gesueibe the importance of dyadic communication in 
personal and professional interactions 

cite examples of dyadic communication from you own 
experiences and observation 

define dyadic communication and explain its 
functions 

understand the principles to observe in the stages of @ 
dyadic encounter 

identify the types of interviews and their purposes 
explain the process of preparing for an information- 
gathering Interview 

identify and illustrate the different types of interview 
questions 

differentiate the various question sequencing types 
conduct an information gathering interview 


evaluate the resulls of an information-gathering 
interview 


sture and 
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INTRONUCTION 


For neatly all of us interpersonal communication isthe most comumon form of oral 
communication. Mostof ot daily communication experiences take place on this level. We 
cuchange pleasantries with acauaintances. We consult with our doctor when we areill. A 
‘lient requests legal advicefrom an attorney. A customer speaks with a store manager about 
defective merchandise. Asstudents, you consult with your professors regarding your class 
Standing, "You often converse on the telephone with friends. You may share stories with 
tither parent about school events. Or you may go job hunting in the summer. 


Dvadic communications are not only the most familiar but also the most important 
“Through interpersonal communication, we get to know ourselves and others beter, resolve 
conflicts and find solutions to problems. 


In this chapter, we will examine the characteristics, Functions, forme stages and 
principles of dyadic communication. We wil investigate dyadic communication in one 
aciffc content interviewine. The techniques of interpersonal communication find specific 
Spplication in the process of interviewing. Special attention will be directed toward 
understanding. the information-eathering interview. 


THE NATURE OF PYANIC SPFFCH COMMUNICATION 


Dyadic speech communication is deseribed as communication occurring betwee 
avo people who eneage in face-to-face interaction for wurvoses of social facilitation or 
{fulfillment or the exchang? of ideas and information. The two partis share the responsibility 
Po enceeasful interaction, What other characteristics can further describe the interpersonal 
relationshio? 


1. Speakerclistener soles are frequently alternated. Figure 1 shows how the two persons 
devolved in the interaction alternately assume the sending and receiving functions in 


the enmensinication 


‘Situation 


“io nen 


‘SPEAKER! LISTENER? 
USTENER ‘SPEAKER 


Feedback Message 


(Figure 1: Montoe and Ehninger’s Model 
‘of Dyadic Speech Communication) 
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2. ‘The purpose in dyadic transaction may rang: from casually purposive to highly 
purposive. The latter characteristic is most evident in a formal intervis 


3. The interaction may be coincidental, unplanned and unstructured as in a chance 
meeting of two classmates at the bus stop. or it mav bescheduled and pre-structured, 
4. Dyadiccommunication is usually less formal than other human communication 


5, The degree of psychological intimacy or closeness is expected to be greater in the 
dyadic relationship than in public speech, 

6. Physical proximity affords the communicators the opportunity to monitor nonverbal 
responses. Be particularly observant of how these special qualities influence your 
future dvadic encounters, 


THE ELINCTIONS OF NVANIC COMMIINICATION 


‘According to De Vito (1991) there are four significant purposes of dyadic 
interpersonal communication, These are personal discovery, discovery of the outside world, 
establishing meanteful relationshins and chaning attitudes and beheviors. 


Interpersonal communication allows us to learn about our selves as well as the other 
person in the encounter, Our sel-images are built and macte even stronger in this level. 
‘Also, we gain information about things and events around us. Our dyadic interactions with 
other students, teachers and parents have influenced our beliefs, atitudes and values. 


Furthermore, through interpersonal communication we are able to establish and 
‘maintain close relationships with other people. Belongingness and love needs such as our 
nnced for love end affection of parents, close friends, children, or spouse as well as our need to 
be nart of a social group find satisfacrion on this particular level. Finally, we use dvadic 
‘communication for "interpersonal persuasion" that i, {0 influence the attitudes and 
behaviors of others. Recall your attempt to persuade a classmate to join your organization or 
to shift courses perhaps or vote for your fraternity brod for a Student Council seat. 


FORMS OF NYANIC COMMIINICATION 


Pace (1979) describes three types of communication that occur in dyads: 
conversation, dialogue and interview. These dyad forms are based on seriousness, 
purvosivenessand intimacu. 


11. Conversation is friendly and informal exchange between two people. It has no formal 
purpese, and is less serious and less intimate than other dyadic encounters, ‘The 
‘Conversational fopic of a friendly chat between two teachers may not be all that 
serious but the conversation provides pleasure and relaxation for them. 


2. Dialogue is a type of dvadic communication in which the deepest, most intimate and 
‘most personal relationships are formed. Trust, openness, warmth and concern are 
needed for a sustained relationship between two people. Marital communication is 
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‘one such example. Dr. Faith Escobar’s doctoral dissertation (1992) on the patterns of 
Communication between husbands and wives in different occupations noted that 
both verbal and non-verbal communication are sienificant components of effective 
marital relationships. 


4, Theinlerviw is the most purposive of dad forms. Interview objectives are varied. 
These goals are discussed in detail as they relate tothe types of interview. Structure 
{s snother distinguishing characteristic of the interview. Likea speech, itis 
orvanized consisting of an opening a body and a elosin. 


STAGFS OF A NVANIC SPFFCH TRANSACTION 


Whether formal or informal, purposive or otherwise, a dyadic speech transaction « 
proceeds through the following. stares. 


1. EXPLORATION STAGE. This initial phase is sometimes called the "fencing, 
period.” Whut transpires during this part of the encounter is quite similar to the 
Initial stage of a fencing match where we find the plavers trvine to “feel their 
‘way “and assess each others strengths and weaknesses, This stage aims to 
‘ctablish rapport and break the ice. The mutual goals of the dyadic encounter arc 
lalso clarified at this time. In an interview, a preview of the areas or subtopics of 
the conversation will be helpful. This puts the interviewee in the right mental 
perspective. 


2. INTERACTION STAGE. The second phase is the substantive part. Here the 
‘subject matter is explored by the participants. It is during this time that goals of 
the encounter are being accomplished, 


3, TERMINATION STAGE, Thisis the final stage where the transaction is 
completed and terminated. The major points of discussion may be paraphrased 
for proper interpretation. 


GUINEI INES AND PRINCIPI FS TO ORSFRVF IN FACH OF THE STAGES 


‘To allow for more productive and meaningful dyadic encounters, Monroe and Ehninger 
11974) surest that the following guidelines and principles must be observed. 


A. Establishing initial rapport, 


1. Build rapport by adhering to conventions which apply to dyadic speech transaction. 
Culture is an important determinant of what is considered acceptable behavior in 
interpersonal situations, 


2. Bulld rapport by dwelling on a topic of mutual interest. Search for similar 
experiences in politics or sports perhaps. Finding a common bond of interest will set 
things off to a good start. 
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‘Build rapport by showing interest in what your partner in the transaction is sharing, 
Provide positive verbal and non-verbal reinforcement, 


Build repport by learning to put the other person at ease. At the onset, you may have 
your partner talk about himself or touch on a subject that is familiar to him. 


Build rapport by inspiring the other person's trust and confidence in you. 
Build rapport by setting aside preconceotions about the other person. 
Build rapport by being yourself. Avold pretense and artificiality. 


Build rapport by being problem or subiectoriented, Avoid irrelevant personal 
attack, Focus on the subject matter or issueat hand, 


Build rapport by asking: “open auestions. Thev break inital barriers and serve as 
ssprineboarda to a more interesting transaction. 


B, Maintaining interaction thoughout the conversation, 


1 


Maintain interaction by providing siens of reassurance. Express agreement thraurh 
ponverbal means such 2s a smile or nod. Do not hesitate to express disagreement 
aehce Do this tactfully and remember to focus on the subject matter rather than on 
the person, Avoid being threatening. 60 that vour partner will be encourared t# open 


Maintain intecaction by sharing the communication channels equally, 
mortopolize or dominate the conversation. 


“Maintain interaction by being flexible. Since most internereonal encounters are 
dynamic and unreiwearsed, lear to adjustto the conversation as it moves along: 


“Maintain interaction by learning. how to resolve conflicts and differences of ovinion 
Do rnot skirt issues but rather face them objectively. 


“Maintain interaction by listening carefully to what vour pariner is savine. A common 
tad lotening habit is feigning attention. Another is the tendency fo use the ¥ene to 
Paheurse your own remarks, These may cause you to miss cut on what the other 
‘person is sharing. 


“Maintain interaction by being cooperative. Both parties must share control of the 
‘channel so the objectives of the encounter can be met. 


Maintain interaction by being objective towards your partner, he mutual topic and 
yourself. 


Maintain interaction ty understandi 


_ respecting and trusting: your partner 
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C. Terminating the transaction 
41. Know when to terminate the transaction. /As soon as the goal of the conversation is 
accomplished, you may bring the conversation to a close. A good sense of timing is 
needed in this regard especially if the exchange becomes lone. 


2, Observe the usual conventions in closing a conversation. Express your gratitude 


provides the oppor 
necessary, Thus avoiding misinteroretation 

4. Arrange for a future encounter if matters have not been fully resolved. Determine 
‘what stens or arrangements must be made, 


Let us now take a closer bok at person-to-person communication in a structured context, the 


THE INTERVIEW NEFINED 


DeVito (1981) defines the interview as a particular form of intenpersonat 
commnmication involving two persons interacting largely through a question-and-answes 
format to achieve svecfie goals, Interviews usually involve two persons althourh sone 
serge three, four or even more. The two-person interview is the mast common one with 
the interviewer ncking the auestions and the interviewee answering them. 


KINDS OF INTERVIEW 


interview, the job-seeking interview-and the cout 


twoe. 


4. The Informational Interview. ‘The aim of an informational interview is to elicit 
information, opinion, insights, beliefs, perspectives and views from the interviewee: 
‘The interviewee is usually a person of reputation and accomplishment, someone who 
supposedly knows something others do not know. / Journalist may have t 
ane view the author of a controversial piece of lesislation in order to come un witha 
cradible news tory, A census-taker going on a house-to-house campaign as part of 
the on-going rational census does an information -seeking interview. ‘The 

Interviewer may also give the information as he presents facts and opinions to the 
respondent. A doctor explaining the details ofthe special diet to his diabetic patient 


is an exampleof an information-riving interview. 


cross examination of witnesses and 


Police investigations, courtrooms 
‘radio ot television are other examples of 


interviews of celebrities for the newspapers 
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‘The Persuasive Interview. The geal of a persuasive interview is to change the 
interviewee's atitude or behavior. An example would be a prospective car owner 
interviewing. a car salesman who in turn wil attempt to get him to buy a particular 
car model. 


‘The Problem-Solving Interview. The interviewer and the interviewee try to identify 
the causes of a problem and together arrive at possible solution(s). An example 
would be a teacher and e parent discussing the reading. difficulties of the pupil. 


‘The Counseling Interview. ‘This is sometimes referred to as a helping interview. In 
this case, the interviewer tries to give advice and provide ruidance in order to helo 
the interviewee deal more effectively with personal problems. This interview type is 
losely related to the problem-solving interview, An example could be a social 
pavcholorist or therapist who poses auestions to help victims of a natural calamity 
such as the Mt. Pinatubo eruption. Another would be a social worker who screens 
applicants for a relocation proiect of the rovernment. 


;. ‘The Job or Employment Interview. ‘The job interviewer aims to learn about the job 
applicant, his qualifications, interests and talents. The applicant on the other hand 
aims to learn about his prospective employer, the nature of the company, its benefits 
and its advantages and problems. 


‘The Mediated Interview. Mediated interviews are conducted by means of two 
media, namely the computer and the telephone. Computer network interviews 
involve computerized data gatheriny and information disserxination. We can now 
com atinic:te” with our local legislators on the Intemet thus providing them with 
suggestinns and questions that will aid them in the task of legislation. ‘The Office of 
‘Alarm Relations (OAR) in Diliman communicates with U.P. alumni here and 
abroad via E-mail, 


‘Telenhone interviews on the other hand are used for research purposes by 
media survey groups. Also, sophisticaied satellite communication provides the 
foppertunity to conduct person-to-person communication even es the parties 
involved may be separated by time, place or electronic technology. Heads-of-state 
while on trips abroad ere able fo keep in touch with members of their official family. 
“Video or tele- conferencing” enabied former Pres. Tidel ¥. Ramos while on ¢ trip t+ 
‘New York to attend the golden anniversary of the founding of the United Nations, to 
‘schedule many one-on-one talks with our local officials. 


‘As indicated at the startof the chapter, we shall be concerned with one of the 
‘most basic and important type of interview, the information-seeking interview. Let 
tts now lear the necessary steps an interviewer needs to undertake to conduct an 
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PREPARING FOR AN INFORMATION-SFFKING INTFRVIFW 


‘An interview require planning and preparation, The following steps are 
recommended in preparing fran information-secking interciew, Its assumed thatthe 
Communication MI student is acting only as interviewer. 


Determine the purpose of the interview. 

(Choose the informant. 

Obtain the informant’s cooperation: 

Learn bout the informant and the interview topic. 
‘Choose the interview format. 

Prepare the interview plan or guide, 

Conduct the interview. 


ovals tha into 


aNoweeye 


1. Determine the purpose of the interview. 


‘What information do vou need? What is the precise purpose vou wish to 
achieve as a result of the interview? Do you wish to learn about the techniques of 
creative photography? Are you interested in the moral and ethical implications of 
‘orean donations? Do vou want to know more about alternative Philippine music? 


Defining the goal or objective of the encounter helps assure the direction of 
the interview. Word it as a precise statement. Are there time considerations? If so, 
unake sure vou can adequately cover the tonic with vour informant within the time 
limit. The interview purpose must be definite and focused in order to facilitate 
clicting the information that vou need. 


2. Choose the informant. 


Choose the rit subiect for vour interview. He must be able to vrovide the 
desired information you need. He must be accessible and available. Ifthe topic is 
rather controversial, choose an individual who can lock atthe subject matter 
‘blectively, Tt wold be efoful for vour personal nurvoses ifthe informant can 


‘communicate his ideas clearly and interestingly. a 


Obtain the informant’s cooperation. 


Get the informant’s permission to conduct the interview. Better results may 
be obtained ifearly arrangements are made, Ambush interviews do not produce 
desirable results, Inform your interviewee of your purpose and the lensth of 
interview 60 that he or she can mentally prepare. If the need arises, be prepared to 
draft letters asking for permission or authorization to interview. 


4, Learn about the informant and the interview topic. 


‘Once the informant has agreed to be interviewed. vou will have to find out 
‘as much as you can about the person you will be talking to as well as thesubject 
matter ofthe interview. Doreen Fernandez (1996) in her book Face fo Fae: The Craft 
of interviewine recommends that interviewers research in other words "do their 
homework” To ask Philippine National Artist for Literature "ick Joaquin what he 
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has written would not speak well of you as the interviewer. Thoroughly research on. 
the interviewee. Learn about your interviewee: his work experience, ifany; his 
stand on the topic: and other pertinent backeround data. Know about these from, 
preliminary conversations with your interviewee, from others and from reading up 
‘on him, This background information on your subject will help you frame 
provocative questions and interpret his responses to vour questions, 


Monroe (1974) states that as a rule, no interview should be scheduled until 
adequate research on the topic of the interview is done. Knowing a good deal about 
the subject of the interview will not only help you draft more intelligent and 
interesting questions but will you give you more confidence in guiding the 


cements 
Choosethe interview format. 


With the interview purpose clear in vour mind and the backezound 
information on you interviewee and topic cevefully gathered, you are now ready !0 
‘select the interview format you will follow in conducting the interview. There are 
three tyes of interview formats to choose frome: (1) the structured interview format, 
@) the non-structured interview format, and @) the guided interview format. 


1. Ina structured interview format the interviewer prepares the auestions before 
hand. ‘They are precisely worded and eystematcally arranged. The 
interviewee is not given the chance to add, delete, nor make changes to the 
auctions. The interviewer is exracted to stick to the questions and the order 
in which they will be eked. "The informant’s responses are then noted down. 
Although interaction is rather limited in this forinst type, it has its 
advantages. Its most useful for an interviewer who wishes to reach out to a 
large number of respondents who belong to a heterogeneous group. This 
format allows the interviewer to accomplish the interviewing task in little 


2. The non-structured interview format on the other hand allows for greater 
flexibility for the interviewer. Itis sill carefully planned and the purpose 
clear and defined. The interviewer words his auestions as he proceeds with 
the interview, No fixed sequence or order of questioning is followed. Fe 
may revise of delete the queries as he finds practicable and useful to the 
circumstances, Thourh time-consuming, this format allows for greater 
‘opportunity to draw significant information and poin's of view from the 
respondent. 


A. Inbetween these extremes we have the guided interview format. It combines 
the structure of the first type and the flexibility of the second format type. 
“This allows for amore relaxed and less formal encounter. The auestions 
may be prepared and arranged in advance. The interviewer has the 
freedom to depart from the prepared list of questions as the circumstances 
dictate, He may wish to probe further into more meaninaful areas or skip 
portions, tis the interview format type recommended for the interview 
project in Communication Il, 
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Generally, more skill is requited as the interview format becomes less 
structured. The choice of the interview format will depend on its ouitability to the 
‘purposels) of the interview, the topic bein explored and the interviewee, 


6. Prepare the Interview Plan 


‘An interview plan or euide is Hist of questions designed to accomplish the 
interview purpose. Sometimes referred to as an interview schedule, Gronbeck (19%) 
deacribes the plan es your effort to organize apecific questions to systematically elicit 
the information and opinions vou are looking for. The wav that these auestions are 
‘worded has a significant impact on the way the intecviewee will respond. Prepare 
your primary questions first, Determine the sequence or order in which they might 
test be introduced. Plan possible secondary auestions. 


Inorder toconvact an effective interview, itis Important to understand the 
ves of interview auestions. Use a variety of auestion tvoes as described below. 


TYPFS OF INTFRVIFW QUFSTIONS 


a. Primary Questions 


A primey auestion is a auestion that introduces a new tovic or subject area. 
H The questions "Could you tell me about the immersion project you had last summer? 
“and “Have you thought about pursuing an MBA?" are examples ofthis type. Before 
conducting the interview a good interviewer should prepare a sufficient number of 
Primary questions. These questions must cover what you deem the mast important 
‘subtovics of vour interview objective or purise 


Secondary Questions 


“This is n question that follows up on a primary auestion. The secondary 
question fa posed wien the response toa primary question ls incomplete of unclear. 
Ifthe earlier question on the immersion project needs to be detailed, a serondarys: 
‘question would prove useful. One mav ask “Were vou able to utilize vour full 
potential in this project?” This type of interview question is also raised when in the 
) Course of the conversation, another interesting aspect of the issue or topic becomes 
worth pursuine. 


Probe Questions 


“The probe question is a special type of secondary auestion, [tis posed when 
the questioner wishes to detal the previous responses inthe question “What do 
‘you mean by ‘his political stance is inconsistent?" Remarks such as "Could you 
laborate Further? oF "Do vou have anv other reasons?” are probe questions which 
“encourage further comment on previous answers. Brief phrases such as “What 
i “else?” and “Ieee” prompt the informant to continue talking, They encourage the 

{interviewee to continue alone the same line or direction of the conversation with 
more deoth 
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Mirror Questions 


A mirror of reflective auestion is another special tvoe of secondarv auestion. 
It usually restates or rephrases the response to the preceding question. Itis posed to 
check the correctness of the interviewer's interpretation. Thusif the interviewee 
answered. “I do not approve of the tuition fee increase.” a mirror auestion such as 
"You say that the tuition fees should notbe raised?" may be asked. The statement "It 
is my understanding that you are in favor of the commercialization of U. P. assets." 
mirrors a previous renlv. Askine mirror questions isa helpful technioue to 
encourage the respondent to "refloct” further on hie answer. 


(Oven or Oven-end Ouestions 


‘Open questions ask the respondent to give information or express ard 
support an opinion. Much like an essay question on a test, open questions give the 
respondent more freedom and leeway to reveal his ideas. thouehts and feelines. 
Examples of open-ended questions would be: “Why did you choose this particuiir 
field of study?", “What ciccumstances led yout to your conversion to the Buddhist 
faith?” or “Will vou describe how vou felt uoon learnine that vou were acceoted to 
the University?" Open queations are good conversation-starters. Since they are 
effective in establishing rapport and easing another person's reluctance or shyness, 
these questions are suecested for the initial staee of most dvadic encounters or when 
introducing new topic areas, 


Closed auestions 

“This question type specifies the direction ofthe response. Clow questions 
demand simple, short and direct answers. "How old were your when you migrated 
to the States?” and “What hich school did vou attend?" areexamoles. The 
‘possibilities for the response may be further narrowed down as in the questions 
Which do you prefer: acting on stage, in the movies or acting on revision?” The 
alternatives mav be on onposite ends of thecontinuum such as when the closed 
‘question invites a simple yes" or no" answer. In which caseit is termed a yes-no or 
bipolar question. “Do you plan to run for chairman ofthe student council" is 
Glearlva ves-no auestion. Note thatthe responses to these sample auestions 
although vital to te discussion will do litle to keep the conversation moving. As 
such, they are eometimes called conversation- stoppers. Use them as follow-ups to 
the answers sravided to oven auestions 


Neutral Questions 


Neutral auestions are interview questions that give no hint or clue of the 

desired or preferred answer. The queries “How would you rate the campaign of the 

last university student Council election?” and “How do you intend to vote on the 

issue of the Visitine Forces Avreement?” are neutral in tone. Thev do not show anv 
gn of the interviewer's desired response. 


Leading Questions 


If neutral questions do not indicate a preferred response, leading questions 
indicate the wav the Interviewee is exvected to answer. The auestion “leads” the 
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Interviewee to give the answers or information which the interviewer which feels are 
Detter than others. The question ~Woulditt you agree that the last university council 
‘election was the dirtiest to be forced uoon the studentrv7” leads to a svecific 
‘sponse. Gouran, Wiethoff and Dolger suggest that skilled interviewers should 
{earn to recast the question from a leading one to a neutral form in order to get 
unbiased responses from the informant. You can reohrase the auestion so that it 
llows you to give your preferred answer, Ifyou are the potential interviewee, do 
rot hesitate to “reat the oul of the auestion.” 


Loaded Questions 


Loaded auestions are stronely leading auestions which are often. 
presumptuous and are characterized by the use highly emotional or inflamumetory 
laneuace. : 


Interview questions are the asic tools of the interview. The depth and the. 
length of the interview are determined by questions posed. Remember to blend 
interview avestion tvoes, Ask enoueh closed auestions to eet sienificant details. 
Don't have too many open questions. Although they give the informant « lot of 
eeway to respond, posing too many of them may extend the interview time 
Unmecessarily. Avoid leading and Ioaded questions, Beein with auestions that will 
arouse the interest of your interviewee and stimulate him to open up. Probe into 
difficult and sensitive areas of the chosen tevic with other interview auestion tvoes. 


SFOUFNCING OF OIIFSTIONS 


‘Question sequencing is another important consideration in interviewing. Brooks 


(2993) suggests that the interviewer attempt to order or arrange the questions according to 
anvone of the followine seauencine tvoes: the funnel. inverted funnel. tunnel. covert and 
quintamensional. 


A. The fine ceeuence moves from broad arid oven auestions to lees broad and 
closed ones. 


2,” The inverted fennel seauence involves the reverse: that i, askine closed and” 
restricted questions fist and progressing to open and broad question types. 


3. ‘The funnel seauence utilizes questions that are all oven or all closed. The covert 
sequence “places individual topics at the most advantageous position in the 
interview." We may sometimes save for last the questions that dwell on 
difficult matters, Investivative iournalists usually position the most threatening 
‘question at the heart of the interview. 


4. The auintarensional seauence consists of five stevs. One or more auestions in each 
of the following five areao/etages are asked in order to probe the interviewer's 
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Filler dimension stage: What do you know about the rice shortage? 
Free answerstage: What do you think are some ofthe reasons for this 
current ice shortare? 

+ Dichotomous stage: Do you approve of the govemmment’s move to 
import rice? 

«Reason whv stage: Why do vou feel that wav? 

© Intensity stage: How do you feel about the liberalization of rice 
imoortation? 


Note how the interviewer determines the extent to which the respondent is 
informed about the topic, gives him a chance to discuss the subject in his own way, to 
‘answer ves of ro auestions, to explain his or her responses and finally to robe the intensity 
of the opinion provided. 


Other guidelines in auestionine 


“Aslile rom incorporating a variety of question types in the interview plan and 
seauencine them accordinely. remember these other important euidelines. 


Each question must have a rationale for asking, Don’t pose questions just to Kill 
time. There must bea good reason or motive for asking the question. 

«Please the auestion in order to svstematically elicit the information or opinion. 
needed. If you wish to know what the psychological impact of the interviewee's 
brief incarceration had on him, word itclearly. Avold vagueness. 

eWannchalen enam resennahle fo the interviewee tn anewer Tnathor words sel 
‘a question you !now your respondents can more or less answe 

«Ask one question ata time, Avoid asking compound questions. The question 
"What are the causes and eftects of environmental poliution?* has two parts 
(Often times the respondent will answer the first part of the question and forge: 
the second part 

© Develon veur cucstions so that each auestion logically follows the previous one. 
Follow these responses with probe questions. 


7 Conduct tha Intortan: 


‘Begin by introducing yourself to the interviewee, Reveal the purpose of the 
interview early in time. Explain clearly what the interview isabout. This provides 
focus and direction to vour conversation. Avoly other vertinent princioles and 
guidelines suggested in the earlier discussion. 


Provide the necessary transition from the *fencine” stage to the bod of the 
interview. As you proceed, always keep the interview purpose in mind. Remember 
to keep your questions simple clear and direct to the point. Do not rush the 
interview nor allow it fo drae. Keeo it movine ata lively pace. Hurrvine will not 
allow you to explore the topic with sufficient depth. Prepare follow-up or secondary 
‘questions for this purpose. On the other hand, extending the conversation 

‘may provide an excuse to dwell on unecessarv details. Keen constant 
tab ofthe time. 


Focus on vour interviewee. Talk sbout his exveriences. not vours. Donot 
use the time to argue or debate over the topic. Remember, your aim is to gather 
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information, not to reveal your personal views or position about the matter. Instead 
of parading your knowledge of the topic show your expertize by formulating 
effective auestions 


Be very attentive. Listen not only to what your interviewee says butalso to 
ow he says it, Nor-verbal cues and body language can supplement your 
understanding of the verbal responses. Listen to the tone and volume of the voice. to 
‘pastsos and silences and to smailes and frowns. The interview project in the 
Communication [class provides a good opportunity for you to practice ciitical 
stenine. Listenine is a crucial skill net onlv in successful interviewine but effective 
interpersonal communication as well. 


Before the final auestion is asked. sienifv directly or indirectly thatthe 
interview is coming to.a close. End the conversation with a summary of major points 
‘and your understanding of the responses. Conclude with an expression of gratitude 
for vou interviewees cooveration. : 
‘Determine the right place and time for the interview. The place must be 

private and free from distractions, comfortable and conducive to a smooth 
interaction. One student realized too late that taping an interview with a stare actor 
on eet during reheareal time was nota wise decision. The director was shouting, at 
the too of his voice and the rest ofthe cast was busy rehearsine their lines. 


If you are taping your interview, follow good recording practices in order to 
accurately record the data, Be sure to test everything jist before the interview. An 
extra set of batteries and even a tave recorder may coine in handy for those 
emergencies, Use the right tape length. 


Evaluate the Results of vour Interview 


‘The last step in an information-secking interview is to interpret and evaluate 
the information gathered. You may have conducted the interview to gather material 
for a research paver. perhaps a class revort or a soeech. In either case vou will have 
to transform this information into useful data. For your Communication IT less; 
you may also assess how well you have applied the techniques of interpersonal: 
‘communication as thev apply to the process of interviewing bv using the evaluation 
sheet for interview found in the Appendix. 


Conducting an information -seckine interview can be a most challeneine and 
‘worthwhile experience for you the Communication Ill student. It can be more 
enjoyable and meaningful if the principles and suggestions provided in this chapter 
are carefully considered, 
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Dyadic communication is face-to-face interaction between two persons who assume 
alternately the role of speaker ané listener for the purposes of exchanging information and 
ideas of mutual concern o engaging in conversation simply for the pleasure that may be 
derived from it It s the most common and important form of communication. We see dyads 
in atleast three forms: conversation, dialogue and interview. Dyadic communication, which 
proceeds from the exploration stage, the interaction stage and finally, the interaction stage, 
‘was studied in one specific context: interviewine 


Interviews may be classified according to the objectives of the interviewer and /or 
the interviewee. These types are the informational interview, the persuasive, the problem- 
solvine. the iob-seekine and the counseline interview. Since an interview requires plannine 
and preparation, important steps in preparing for and conducting an information- gathering 
interview must be followed. There are various interview formats that may be followed. Using, 
various tvoes of interview auestions and auestion seauencine tvpes can enhance the 


1. Cite two examples of dyadic speech communication from your own experience and, 
observation. What functions or purposes did these encounters serve? 

2. You have been asked to interview the Universitv Reeistrar revardine changes in the 

Registration system in the University. Formulate two questions for each of the 

question types discussed in this chapter. 

Describe two main advantages of the euided interview format. 

‘Clip a printed interview from ancwepaper or magazine. Read ft carefully and 

identify the question soquencing type used. What do you suppose is the reason for 

the choice of seauence? 

5. Identify five specific guidelines to follow inconducting an information-seeking 


1. Observe an information-sccking interview. A one-on-one televised interview is 
recommended, Evaluateit in terms of the suggested procedures for conducting the 
beeinnine. bodv and end of an interview. 
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Conduct an information-gathering interview using the guided interview format, 
Prepare an interview plan before conducting the actual interview. Use theformat 
(interview Plan) provided for this ournose in the Appendix, 


Pair off with aclassmate, Select a controversial topic and hold two rounds of 5-10 
cage interviews. Inthe fist round, use only primary questions, avoiding 05 much 
tz possible probine or follow-up auestions. In the second round, ask as many 
robing oF follow-up question in ordor to explore previous responses. Compare the 
results eained from the two rounds. 


Form triads for this role-playing activity. One student will be designated the 


interviewer, ancther the interviewee and the third the intervigw analyst. Choose. 
familiar interview situation to simulate. Some suavestions are aoolvine for te 
powiton of research assistant, applying for apart in anew Dulaang UP. prosiicion 
Pewtan interview between teacher and student. The interviewer will question the 
mterviewee for about 10 minutes. The analvst will observe the patr but will not be 
Mtowed to commont verbally or nonverbally. When te interview i finished, the 
Shalyst may critique the interaction. Yout teacher wil then use the evatuations of 
the interview analvsts as a sprineboard for discussion on wavs of imorovine 
interviews. 


old « “press conference” inclass. lnvitea guest wo will erveas vour infomant/ 
Thterviowee, The interview will becondicted by the whole Communication It clas. 
Consider asking the Collegian editor, a candidate for University Council 
SKalrmanshio, «favorite profecenc or a Varsity vlaver to cometto class. Bach 
aivmnber of the ase is expected to prepare for this activity by researching on the 
Subject matter ofthe interview. Each one must also be ready to field efective 
interview ouestions. Your teacher wil make arrangements to record the 
roceedines so that the grou interview can be critioued at a later time 
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GROUP DYNAMICS 


Objectives 


After reading this chapter you should be able to: 


4. draw a perspective of group dynamics by understanding 
its essentials; 

2. pinpoint the individual roles that group memberscan 
perform—membership and leadership; 

3. define-and elaborate on the principles of group 
effectiveness /cohesion; 

4. develop group/team skills for problem-solving, 
situations; and 


5. understand and appreciate certain personal traits 
necessary for productive group discussion, especially the 
Filipino values. 
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FEOCITY OF THE PHILIPPINES 


INTRODUCTION 


To work together, we Filipinos have to 
learn to trust each other, and to trust each other 
‘wehave to lear to oanntuniaite with each other 
not from our surface selves , but from deep down 
in our true selves. 


Jaime Bulatao, SJ 


The Family as the smallest group 


‘The smallest unit of society isthe family. The Filipino family serves as society's smallest 
‘think-tank, critic, initiator, correlator of events, and transmitter of values and traditions. 
Fundamentally, itis the ballding block of every society, modern or primitive. Ifa society is wicak, 
it’s because its families are weak; ifa society x strong and tenacious, it’s because its families are 
solid. Therefore, the vitality ofa country rests upon the family’s relationship system or group 
ddynantcs, Within this basic socal structure patterns of communication result in harmony o 
disharmony, unity or disintegration, Within this miniature state exists certain values, atitudes, 
‘and belifs that lie at the very root ofits existence. 


If you can visualize society being represented Ly a progression of concentric circles, the 
family would be the innermost circle. The family extends its identity and influence to the 
neighborhood, schoul, church, barangay /town, and organizacion or workplace— the outer 
concentric circles, When members of these circles band together to solve problems of common 
interest, the community benefits as a whole, When individuals acimit to ore another of their 
inadequacy to solve common problems, they begin to pool their unique and respective strengths 
to figure out solutions to these problems. Likened to our native broom, walis-tingting, a group 
becomes strong when kait or tied together by a common interest or goal. 


BASIC HUMAN GOALS: WHY GROUP DYNAMICS? _ 


Bulatao (1965 -1) sums up under three headings the goals that human beings set for 
themselves: iid 


1, To understand better the world in which one lives, especially the people in it, and one’s 
relations with them and oneself; 


2. To plana course of action for solving the problems that one encounters; and 
3. To act in concert upon this plan, to leave this world better than they found it 


Wisdom or knowledge for its own sake is of intrinsic value. Knowing more about the 
world and about ourselves is gratifying enough. This s the fist goal. The second has to do with 
‘things that we can change or improve upon. Filipinos are wont to say, “Talagang ganyan na iyan!” 
in abject surrender, Rather than confront, they take a passive stance where theres little or no 
‘conflict. Attitudes and perceptions come into play when individuals work together. The success 
of a course of action depends upon the attainment of the first two goals. Time expended in 
‘understanding a problem is time spent well. Clarity of vision naturally flows inio fruitful ation. 
Most importantly, however, self-knowledge precedes action. 
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What then is group dynamics? Let us ook at some useful tems oF concepts. 


NATURE OF SMALL GROUP COMMUNICATION 


Group dynamics is synory mously referred fo as small group communication, Broup 
process, group centered interaction, and group discussion. 


Group discussion is defined by Monroe ané Ehninger as “cooperative and relatively 
systematic process in which a group of persons exchange and evaluateldeas and information in 
a er to understand a subject or solve. problem.” Fr Jaime Bulatao (1965) calls it “thinking im 
cooperation with others.” Another paychologist-autor J. W, Pfeiffer, 1978) defines group 
“ynamics asa form of hurhan interaction that deals with “such items as morals, feling ‘one. 

+ Gtmosphere, participation, influence, styles of influence, leadership struggles, conflict 
Competition, cooperation” and soforth. R, Eugene Moran Sj. (1978) describes group prowess 
seth interactin between the relationship issues and the work issues in a group. From these 
dione, we could draw a simple basic definition: Gronp discussion i process of cooperative 
thanking cord sharing between three or more persons forthe attainment of cornon énterests, 
needs, or goals 3 


= PRODUCTIVE THINKING 


Thanhany, 1 6 man’s nature to do but the bardest to do.as well, Daydreaming anc 
weaving tantanars ea tora of thinking he less prosuctive hind because they are not ane 
aeaaeye radius tise thunkuny ih oiscussion fend the thinker to 92k himeelf questions like 
his te?” “Ane miy assertions buttressed by experience?” “Whatare the facts?” “Are there 


lather passable phinations toe these facts?” 


we tonal to think carelessly, even loosely, in “capsules” or 
there knows best” or “there are no delinquent children, only. 
smalysis will Head 


In many instance 
stereotypes, We say that“ 
Gelinguent parents.” Lumping together aspects uta pro 
toe dead-end, In cooperative thinking, there isa need to validate one's thinking in light of 
tealistc experince, thus, probing reality further. Sometimes this is called “thinking hard” on 2 


subject ot putting reality to the test 


Can mentally il individuats think? They can but cannot validate their thoughts vis-#-Vi5 
reality. But most mentally heathy people are able to modify or change their views in ight of 
fathers experiences, They are able to dialogue with others and by fusing two views create a third, 
‘more beoadly based, 


more realistic because it 


SHARED CREATIVITY AND REALISM 


Bulatno (1965:2-3) avers that cooperative thinking taps the group's potential for stared 
creativity and sense of brond realism. Many fruiful endeavors have emerged from people 
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discovering that others think similarly as they do within their innermost selves; herein arises the 
desire to act, made firmer because its rooted on common belief and conviction. 


MAIN OBJECTIVES OF GROUP DISCUSSIONS 


According to Monroe & Ehninger (1974: 90), groups gettogether to accomplish either 
cone of tro main objectives namely: a) fo exchange or share ideas, information on a subject; 

b) to arrive at a decision or course of action ow a problem or difficulty. Study groups, club 
‘meetings, art-enthusiast groups, and others meet to share ideas or information of comunon 
interest thereby growing in knowledge and understanding of certain fields or areas. Action 
‘groups or task-oriented groups meet to gather and arrive at a consensus for problem-solving or 
action implementation. 


GROUP EFFECTIVENESS: Collective Strengths 
1. Thoroughness 


“There are eccasions when a group decision may take long, and thus not be 
expedient. There are times when a well-informed individual may expeditiously offer a 
solution to a problem. Or a team of two persons who possess the needed expertise and. 
wealth of experience. But these isdividuals acting alone or in two's may fail to consider 
all aspects ofa miter which action can be carried out ty good group interaction and a 
lively exchange of ideas, experiences, and information. 


2. Inwotvemest and loyalty 


Moreover, since people acting asa group arrives ata group consensus, the 
would be more predisposed to implementa decision they helped make. The ensuing 
results would be satisfying and permanent. A worthy project brought to completion 
earns accolade forall the team members, thus boosting morale and self-confidence in 
teach one. A siared goa! inevisably leads to greater involvement of the individuals“ ** 
belonging to the group, and produces in each one a sense of responsibility for the suSebss 
of the shared goal. And when the cooperative venture brings positive results, every” 
‘member readily afirms his common identity with said group, or his loyalty to the 
group. 


3. Democratic decision-making 


Finally, group process ulilizes a more democratic interaction than individualized 
or autocratic decision-making. The individuals feel they have a voice; the need to be 
consulted before arriving at an important decision boosts participation. 
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ESSENTIALS FOR EFFECTIVE INTERACTION: The Group and its Individual 
‘Members 


Monroe and Ehninger (1974: 91) stipulate certain requirements for effective interaction of 
the group as a whole and for the individual participants as well. However, the underlying 

inciple of group participation is that the individuals must be capable of contributing 
worthwhile or significant ideas, and the behavior of the group must be such that it will ensure an 
‘objective and systematic examination of the subject matter at hand. 


Essentials for the Group as a Whole 


1, The fist prerequisite for fruitful discussion is orderliness. Itdoes not mean formality 
or rigid etherence to procedure. It implies, however, that a definite and agreeable 
plan of procedure be followed. Courtesy at all times is an element of orderliness, 


2. Second, every member of the group must display a cooperative rather than a 
competitive attitude, Openness to the views and opinions of others will boost any. 
{group process. If there are disagreements, reasonable compromises must be forged 
fn order to arrive ata decision. Criticism f dealt with constructively and gently 
‘would help te group in the right direction. “What can we accomplish if we work 
together?” “What will happen if we don't work together?” These are questions 
every member would do well to ask himself 


4. Third. a group needs asense of accomplishment. To have a sense of accomplishment, & 
group must have a goal or direction. This is primarily accomplished by posing 
‘simple and impartially phrased oper-ended question. With this as a takcoff point, 
the group can proceed with interest and anticipation. In the interim, a member can 
inwerpose running summaries of points and issues discussed wo that the group's 
progress can be monitored and in order to keep sight oF the goal, 


Essentials for the Individual Participant 


What makes a good member? Can you tell whether anindividual participant 
has been listening or not? One often experiences the situation where the person you're 
talking to makes a remark that’s completely off the topic. It is a two-sided affair. You 
have not been aware that he wasn’t listening; he knows that he has not been listening. 
‘A good member should listen at aii times for he has tw wonisibade His i 
the group. A good menber builds upon what previous speakers have said (Bulatao, 1965:15). 

“Moreover, the good member makes sur tht his co-discussants have heard him and 
understood his remarks, He maintains eye contact with the rest to check whether he is 
‘coming across or not. Heis therefore sensitive to feedback, like any good speaker. Then 
he makes the necessary move, Le., explains further; stop. 

Finally, according to Monroe and Ehninger (1974:92), the good member is equipped 
with a thorough knowledge ofthe subject to be discussed, has a close acquaintance with the others, 
‘and capzble of making mearingfal contributions tothe group. 


‘Thus, how do we prepare for meaningful participation in a group? 


‘Group Dynamics 135, 


GENERAL PREPARATION FOR SMALL GROUP COMMUNICATION 


How do you ensure that you will contribute your best? Monroe and Ehninger (1974: 93) 
set two fundamental steps. First you must study and analyze the specifi problem to be 
colved or subject to be explored. Second, you must find out all you can about the other members 
of thegroup. 


1, Analysis of the Subject or Problem 


“There isa misconception that persons who participate in small group discussions 
need not prepare as carefully as for a public speech. The truth is just the contrary. 

In group communication, you cannot on your own narrow the subject matter ut 
determine the specific purpose in advance. You cansot foretell the group's direction 
either. So, in order to have broader, readier, and more recent knowledge ofthe problem 
to be tackled, make the following analys 


1), Review the fcts/information you have athand. Go over this information 
and organie lt ialy 

1) Make your knowledge curent or updated. Are there trends or changes 
affecting the situation? 


©) Fitor reorganize this recent information into what you already know. 


)_ Formulate a tentative point of view on exch of the important issues. Plan 
‘your stance; make up your mind what your attitude will be. 


©) Anticipate the effect of your ideas or proposals on other members of the 
group, or the organization of which the group is part. Be ready to consider 
allether views. 


2. Analysis of the Group's Authority and Constituency 


If a group wields authority or power to act en a decision, the group acquires 
more leverage in considering its options. Maximization of the results of a decision is also 
censured because of a group's range of authcrity. If groups has official status or power, it 
follows that Sit-command and bility of implementation is 
great, - 

In order to analyze a group's constituency, you will need to know a profile o 
each of the individuals who compose it—status, beliofs, attitudes, profession/ work, 
Personality, expertise, competencies, and 60 on. Knowing such individuals as much 2s 
Possible will prepare you to contribute maximally, or to ad just to each of them. You may 
even take on the responsibility ofa leader or facilitator. 


THE ROLE OF A LEADER 


What isaleader?: Take away that black-clad maestro with the baton and what will 
musicians play like? They may be able to play some music togetherr but the orchestra will not 
reach the heights of creativity. In the same vein, a group without a discussion leader will 
function with less than the desired efficiency. 
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inctead the members for their contribution. He himself does not judge but 
summarizes issues and points while throwing them back to the group for their 
assessment. 


2. His positive task is orderly interaction. 

Orderly discussion is goal-directed, which means itis neither free-wheeling 
zor desultory. ‘There eee procedures or steps to be followed to each the group goal 
Like the marshals in a university commencement ceremony, a leader directs traffic 
within the discussion area just like the marshal who leads the movement of 
candidates towards the grand stage in orderly fashion. 

Like a traffic policeman, he makes sure the smaller vehicles ean have the 
right of way when they wancit. He gives encouraging signals to the shy ones, 
‘waiting for them to muster enough courage to speak up. On the other hand, he 
fismly but gently diesuades the talkative ones from monopolizing the discussion. 


<is urgiint ‘ask is to bring about as soon as possible group interaction. He 
allows mino-digressions to a nvinimt:n but steers the grotip along its pro} 
‘The leader ensures that the group keeps moving forward towards its goal 


3. His main instrament is understanding. 


‘A leader is sensitive to what exch member wants to say. When he feels that a 
‘remark of one member was not heard or properly understood, he repeats in a louder 
‘voice or paraphrases what was said. Such acts may generate encouragement to 
speak among the shy ones. 

He is a pulse-reader, knowing when the group wants to dwell on a point or 
proceed to the next. He can sense when the group has reached consensus. In all 
these actions, the leader is the spokesperson or the group's sensible mouthpiece. 


His spirit of understanding and acceptance gradually moves into the 
members, becoming contagious in a healthy way. Members learn by example rather 
than by words. They begin to understand and accept even the least competent 
person's contributions. Lastly, the leader by his understanding and acceptance 
creates security and respect. 


1. Hisneutral role és not to take sides. 
iF His job is to ask the question, not to answer. As leader, he does not know the 
answer but trusts the group to arrive at the answer. The rare exception is when he 
has information that no one else has. He may then state these facts as a resource 
person would and return to is task. 

‘The leader is impartial, never taking sides in any controversy. His task is to 
clarify, to objectify, at times to pacify members in heated exchange, but he himself 
remains neutral. He withholds praise or condemnation, thanking and encouraging, 
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‘THE ROLE OF THE MEMBERS 


Ina democrat setting, the group discussion leader doesnot do the thinking for the group. He 
‘werely coordinates their thinking. The members make the final decision; the leader merely acts as 
Uvcir voice Itis the members after all, wito must take responsibility for their probing or 
problem-solving efforts and the success thereof. Theirs is the equally difficult task of welding the 
group together. They think, plan, control, and animate. 


Within a group, the members can play different roles, one role at a time. These roles may 
bbe classified under three (8) headings, two of which are positive they are group-directed, and a 
third which is negative because it is self-oriented. These roles according to Fr. Bulatao are: 


1. Group-building roles. 
‘These aim to keep the group together and enable the members to work with each 
other. 
18) Encourager ~ Praises, accepts contributions of others explicitly or implicitly. 
b) Peacemaker ~ Attempts to resolve personal conflicts or disagreements 
between members; relieves tension through jesting cracking timely jokes. 
©) Efficiency expert ~ Makes suggestions to solve problems that hinder free 
functioning of group, ie, procedures, mechanics, rules. 


2. Task-oriented roles, 
‘These are geared to help the group solve the problem presented to it 
a) Asker ofquestions - Asks information or for opinions, clarifies astatement. 
1b) Information-giver ~ Voluntscrs facts either from his own experience or from 
reading encyclopedia-like (information at his fingertip). 
©}. Opinion giver ~ States his bolief on a question; attempts to move the group 
towards the belief. 
4) Fiscalizer - Examines an opinion minutely for defects. Disagrees often but 
objectively. 
©) Elaborator ~ Takeo anothers statements and explains it further. 
1) Orienter - Summarizes others’ statements. Summarizes state of the 
i ~ "discussion in relation to the goal. 
8) Harmonizer - Out of diverse opinions, finds creativesolution embracing 
all. Imaginative thinker. 
h) Energizer ~ Keeps suggesting new ideas, new activities, Attempts to push 
‘group forward, 


3. Individuatistic roles, 
‘These aim to satisfy an individual's needs, often neurotic, rather than those of the 
group; hence they tend to split the group. 
8) Recognition seeker ~ Calle attention to sof by loud-talking. griping, or 
opposing. 
b) Disagrecr - Automatically espouses the other side of the question. Refuses 
to welcome others’ opinions. Stubborn/ obstinate. 
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©) Aggrssor - Attacks others! persons in subtle ways. Uses ad hominem 
arguments, acerbic jokes. 

44) Dominator ~ Imposes authority, gives orders. Bossy. Manipulates others to 
his view. Interrupts contributions of others. 

©) Passive listener - Does nothing, contributes nothing. Noncommittal, 
uninvolved. 


‘Among the members itis possible to pick out main or distinct roles played by each of 
them. 


PARTICIPATION IN LEADERSHIP 


THE RESOURCE PERSON 


“There are occasions when the group finds its lacking the proper information oF 
echnical hnowlodpe necded to arrive atthe solution to problem. This s the time when the 
fhoup calls for an expert or tchnical resource person supply whats lacking. His ole 
Hoar ets enalogous fo an encyclopedia waiting (o be removes from its shelf ancl returnedt 
set nc been consulted, The group members are still responsible forthe solution to the 
problem, notte rsouece person. 


MECHANICS OF AN ORDERLY AGENDA 


Now that we inow the essentials of group and individual participation as well as the 
general preparation for small group discussion, let us ook atte mechanics ofan orderly senda. 


1, The Discussion Format 
‘A typical discussion goes through the following steps: 


8) Proposal ofa Question ~ The question s proposed usvally by the leader or 
chairman. 

1b) Clarification ofthe Question - The question is clarified, sharpened, and finally 
agreed upon by the group. 

©) Formulation of Tentative Answers - Debate ensues, while more and more facts are 
gathered, and opinions are clcited and assimilated by the group. Prevalence of 
One Answer or Solution, One answer or solution gradually prevails, usvally 
after modification and improvement by the group. 
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4) Arvioal ata Consensus - A summary is made whichis given the group 
approval. 


2. Types of Questions Suitable for Discussion 


‘Some adjctives describe suitable topics for group discussion, like the 
following: familie, down-to-earth, realistic relevant, experiential observable, not 
too-technical, and so on. Notall questions, therefore, are suited for group dynamics, 
“The most suitabjequestidns are those whose answers le within the members 
experience or réalm of activities, those involving a weighing of facts which are 
readily supplied ty the members themselves ( Bulatao, 1965: 10). Often the best 
questions are thous that concern the group members themselves. 


‘The question will naturally arise from the nature and purpose of the group. 
Avuniversity student council will not stray far from home and will discuss matters 
like housing for students, tuition increases, academic freedom, cafeteria food, and the 
like. 

‘A social action group will have a predilection for matters involving opportunities for 
stroct children, rehabilitation of drug dependents, and daycare for children of 
working parents. These arc questions within the ambit of their experience and 
interest. 


How does the group come up with a problem or question? One technique is 
for the group to list down a fairly reasonable numDe: of topes from which unanimity 
can be obtained. Ifnot, the topic which is preferred by the majority. Another 
technique is the “posting of problems”. In this technique the leeder poses before the 
‘small group the question: What is tive main problem faced by this organization? The 
‘various problems facing the group will then come aut and be listed on the board. 
Subsequent meetings of the group will choose the priority or most pressing problem 
of the group. 


“3. Phrasing the (Question 


Some rules may help the group in formulating the question for 
discussion, They are: 

a) The statement of the problem should encourage freedom of thought. Itshould not 
stifle thinking or imply a solution or suggest alternatives. One does not ask: 
“Whichis Letter: presidential or parliamentary form of government?” The 
Detter question might be “What conditions are conducive to @ presidential 
form of government?” Another question might be “What major factors in the 

q Philippine setting allow for a parliamentary form?” 
1b) The statement of the problem should bring about interaction and even a clash of 
opinions. Avoid simply enumerating or listing items. A question like “What is 
4 the students’ main objection to the STRATPLAN?” generates lively debate 
‘because issues come forth and their significances compared. 
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©) The statement of the problem should be brief. The problem should be stated in a 
simple, direct question, without elaboration. One question might be “How 
can culture shock among Filipino overseas workers be minimized?” 


4. Posing the Question 


‘The discussion leader or chairman usually presents the problem to the group 
in an “overhead” manner, that is, he aims the question not towards any single person 
but tothe group as a whole. Furthermore, the question is nothis but one which 
everyone has to face. 

‘A pause is generally expected after the question has been posed. This is 0 
time for reflection and consolidation of thoughts among the group members. Silence 
at this time creates a vacuum to draw the members out (Bulatao, 1965: 12}, 


5. Agreeing upon the Question 


group's positive attemp's to assis 
rnswer, The group needs this time to gel the problem and allow the question to sint 
in (Bulatao, 1965: 12-13), 


‘To prevent the process from boggilig down, in casc someone in the group 
becomes too preoccupied with the proper definitions of terms, the thing to dois 
agree upon an operational or working definition. Since this is realistic anc 
observable, there will be ready acceptanceand the group can proceed 


6. Physical Arrangements 


“The physical or external setting is a contributory factor to the success of any 
group discussion. Hence, itis expedient to consider such aspects as a) atmosphere, 
b) sizeof groupror cluster, <} seatiny ap-a 
discussion (Bulatao, 1965 : 6-13). 


Jon or length of 


a) Atmosphere ~ How should we prepare for a group discussion in such a way 
as to draw lively participation o maximum interaction? For one, different 
groups work best at varying levels of formality and informality. All agree 
that formality to some extent is needed; otherwise the discussion 
‘metamorphoses into a conversation. On the other hand, advocates of 
informality point out the virtues of spontaneity and freedom of expression. 
‘The overriding goal, therefore, sto allow room for maximum degree of 
interpersonal interaction. 

}) Size of group orcluster - According, to Bulatao (1965: 6), the Philippine 
‘experience generally shows that interaction is maximal when the size is 
limited to six or eight members (6-8). Beyond this number # tends to split 
into sub-groups. Then itis advisable to form a new group. The larger the 
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group becomes, the lesser the individual member’ involvement, lessening 
their sense of resporsibility to contribute to its desired outcome. On the 
‘other hand, when there are less than six, there isa tendency for the group to 
be easily dominated by a single forceful character. Moreover, within smaller 
‘numbers chances are that a needed piece of information may not be 
available. A general rule to follow is the never-rore-than-ten. 


©) Seating Arrengement- For conducive group interaction, the circle is the best 
arrangement since the seats are arranged 60 that every member ses 
‘everyone ese’ face. This includes the chairman or discussion leader for he 
Should be on equal terms withthe rest. If there are members hiding behind 
‘thers, are should be taken to invite them gently into the circle. Irthey 
persist in distancing tiemselves, they should be left alone until the 
discussion warms up and they can be invited again. 


Nomally, the presends ofa table gives more formality toa discussion, But 
eer hoci be taken so as tomake every discussant visible. On te other: 
fae reaming a fable and having people sito chaizsor onthe floor can do 
earn rege exe and informality Lastly, avoid siting on fixed auditorium 
Chae that leave no room for fexbility. 


) Duration or Length of the Discussion ~ Within sasall group, an adequate 
iccussion shoUld need a minimum of forty-five minutes and a maximam of 
about an hour or 50. Itcould go on much longer with those groups that have 
Various subtopes -An upper limit of two hours should suffice. While setting, 
3 time lini nay Killa discussion at Hs height, itoffers the advantage of 
tenouring act time for the members to break upand gohome. Moreover if 
the members know when tocnd, they adjust suit this time limit and can 
Settle things on a tentative basis until the next meeting. But the problem of 
tardinesshas to be tackled ia the group's rules wied procedures for th= 
conduct of discussion. 


SS 


CHAPTER SUMMARY ° 


“The responsibility for the successful outcome of any group discussion les in the leader 
lilzing lexderahip skills and sensibilities that are group-directed, inthe individual member who 
is expected to contribute significantly and meaningfully to the probing or problem-solving 
process and in the group members who through a sense of share responsibility interac: debate, 
Phd arrive ata consensus on the question or problem at hand. Respect openness, trust 
Knowledgenbiity on the subject and flexbility for compromise i needed, are necessary traits for 
a fruitful group process. 
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r 1. Let 5-6 members cluster. Try te even up males and females. Let them engage in conversation 
on any topic of interest among themselves. Finish in about 15 minutes and present 
observations on their conversational dynamics. A process-observer is needed to record data. 


‘Choose at least two small groups to present in class prior to the graded group discussion. 
[Allot a reasonable time for listening and evaluating the good and weak points of each group. 
‘Let the groups choose topics thatare timely, relevant, and interesting. 


3. Knowing that a suitable question for discussion should be simply, briefly, and objectively 
lated, frame a question on each of the following subjects suitable fora) a study or learning, 
group and b) for a decision-making or problem-solving group = . 


College Dropouts among STFAP Recipients, 
‘The Philippine Military Modernization Program 
Government support for inventors and scientists 
Safety features in Cars/ Automobiles Airplanes 
‘Mass Transportation in the Urban Centers of Population 
“The Growing Squatter Problem in Metro Manila ~ Boon to Politicians 
Major Implications of the CPDP is = #, 
Major Problems of our Philippine Overseas Contract Workers 
(Culture Shock 
Separation from the family 
Language barrier 
Psychological unreadiness 
Worker rights 
Coping mechanisms 
Most Common Problems of UP College Students 
Academics-related problems 
Emotional problems 
‘Monetary problems ( economic) 
Psychological adjustments 
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COMMUNICATING in PUBLIC 


Objectives 


1 
describe the nature of public communication 

2. understand the nature, symptoms and causes of public 
speaking apprehension 

3, manage public speaking apprehension or stage fright in 
communicating ideas 

4. demonstrate a basic understanding of the essential steps in 
speech preparation 

5. use an appropriate method of presentation in delivering a 
‘speech on a topic that is of interest to theaudience and 
‘meets the demands of the occasion 

6. evaluate your own presentation and others with respect to 
the suggested essential steps in speech preparation 
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INTRODUCTION 


Why speak in public? “There are many reasons why you may have to speak in 
public, Peshaps in your sociology class you have to report on Yow ‘group's summer 
verersion project. You may find yourself involved in schoo! politics and ‘campaigning for 
aera Council seat. You may have to defend your thesis during your seve! YX. 
You may be asked to givea talk on your hobby to another Brow? ‘Your social life may also 
yet rn oy public epoating engagements, from proposing a toast ata wedding of YOR 
at trond to giving an after-dinner speech in high school reunion. A utore STAY have 
jyou delivering a talkin a sales conference. Ashoad of x firm ‘you may be the obvious 
‘ero tn give a speech on belalf of your company ina radio or television Progra At 
Some time or another we alll have to make a spesch. 


or centuries publi communication has been the glue that holds societies iogether- 
Inthe fin chapter you learned how public speeches perfs=m important functions fF WE. 
aan nity, Speeches are used for self-definition, spreading information, debating 
Guestions of fact, value and policy and bringing about individual and G70? change. 
aacrers epesch communication transaction model whic incorporates ss Loe and 
ther varying expects shows how public speaking isa complex transaction Speechmaking, 
Ca oe ee Certain kilo and competencies are needed tobe a effective spon 
‘Atthough a good number of peoplchave a natural gift for public speaking any sll face 
icine prospect with fearand apprelwension. After this unt, you should be able to face up 
to the challenge and give a good speech. 


Inthis chapter you will bucome acqus'ted with thenature of Publis 
communication Inorderto make the idea of delivering your first spesch less HSAIST Ne 


Jor: wll eaen about the nature of public speaking apprehension OF SAB frightand the 
‘ays to overcome it in order to communicate poise and secon tenes ‘your listeners. 


ert learn the important steps in speech preparation. Finally, you will Now how to 
xRoase the right presentational method for your speech and how to critique speeches of 
othersas well as your own, 


THE NATURE OF PUBLIC COMMUNICATION 


erornntve, persuasiveor entertaining discourse of supposedly genera) inert © 
sizeable number of other persons. 
public speaking, public address and oneo-many interaction. 


Note the following characteristics of public communication, 
«There is constant role stability in public communication. The speaker remains 


Speaker and the listener remains Listener throughout the speech event: Figure1 
diagrams this speaker-listener relationship, 
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———————— 


‘+ Thedegree of formality in public communication is usually high. This results 
from the appreciable physical distance which separates the speaker from the 
listener. A certain degree of psychological distance may also be evident. 


© Thelanguage employed in public speaking is more restricted and less personal 
than private conversation. 


‘2 Because of greater audience diversity; audience analysis and adaptation 
become more difficult. 


© Thus, there is need to prestructure the message. The speech should be adapted. 
to the occasion and the needs of the audience as a whole. There are prescribed, 
‘time limits in the length of speeches and the interaction between speaker and 
audience. 


2 The opportunities for the speaker to perceive and adjust to listener feedback are 
comparatively few. Although feedback is immediate, it s often limited to non- 
verbal responses. 


|As you prepare for your speech and get set to listen to the speeches of others, note how 
these characteristics of the level affect the outcomes of public communication transactions. 


cae [em 


(Figure 1: Public Communication) 


steners 


STAGE FRIGHT 


‘Are you becoming increasingly nervous at the thought of delivering a classroom 
speech? You can take comfort from the fact that you are not alone. You are in good 
company if the thought of delivering a apeech eatuosa you some concern. Even the most 
experienced speakers or performers have felt some degree of stage fright. Famous stage and 
movie acteess Helen Hayes, singer Barbra Streisand, the late U.S. politician Robert Kennedy, 
comedian Carol Burnett, local television and movie actress Boots Anson-Roa, director and 
writer Behn Cervantes have all confessed at one time or another how nervous they have felt 
prior to a performance or a presentation. Speech anxiety is felt by many people. itis not 
restricted to speakers nor is it unique to a group of people. Varsity players, job applicants, 
interviewers, teachers and musicians experience this phenomenon at one time or another 
and affect them in varying degrees of intensity. For as Bradley puts it, public speaking, 
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apprehension is “a normal form of arxety, or emotional tension, occuring in anyone 
canfronted with a situation in which the performance fs important and the outcome 


What exactly is stage fright? The term stage fright isa misnomer, One need not be 
onastage or platforin to fel the anxiety reaction. Also, a speaber is not really experiencing 
feat thats associated with physical danger but rather an anxlety or apprehension about the 
[performance or presentation. It iz referred to by other labels namely, public speaking, 
Epprehension, speech anxiety, communication apprehension, reticence, shyness, public 


speaking nervousness. 


Stage fright isa normal response. The physical symptoms you experience are a 
poritive sign that your body is preparing itself for the public peaking event, Adrenaline 
Pour into the bloodstream and then you feel a physical and psychological charge: A cestain 
Emount of nervous energy isin fact necessary for successful public speaking. According (> 
E.R Robinson, “the compte absence of feelings of apprehension is neither normal nor @ 


‘constructive for it enlivens your presentation. 


(On the other hand, excessive nervous tension can be harmful. A speaker 
experiencing a high level of anxiety muy fail to channel this energy positively. He may use 
the encrgy in random behavior and fidgeting or withdrawal from the situation. So Tong as 
you are atfe to understand this phenomenon and harness the fznsion to useful outlets, you 
thould be be able build vour self-confidence as a speaker. 


— 


Wernever know when stage fright will occur, We do know that it occurs more 
frequently in public speaking situations, The researches of Punsalan and Caparas confirm 
that many U- P. students experience stage fright or speech anxiety, especially in public 
speaking situations, Caparas’ study revealed that when university students were sted 
what their most serious speech communication problem was, many admitted that stage 
fright vas at the top ofthe list. Lack of preparation, lack of fluency in English and negative 
reactions from the audience were determined to be some of the causative factors, 
Punsalan’e study, on the other hand, revealed that students who spoke in Filipino had 
‘more positive attitude towards speech communication and experienced a lease: dears 
stage fright. 


What are the symptoms of stage fright? Many speakers have felt a sinking feeling, 
dry mouth, butterflies inthe stomach, clammy hands, excessive perspiration, weak knecs, 
‘racking voice and mental blocks. Other symptoms have been observed of speakers by their 
audiences such as withdrawal behevior (looking at the floor or ceiling, out the window), 
excessive random behavior, blushing or blanching, rapidity of speech rate, vocal hesitation, 
onfluency and indirect eye contact. Organic activities, such as pounding of the heart, 
increase of pulse rate and blood pressure have been experimentally measured. 


‘You can manage your fear of public speaking. Stage fright can be controlled and its 
severity reduced. It would be essential to begin by knowing the nature, symptoms and causes of 
lage fight in order to reduce the emotional responses which produce i You must develop 
te right attitude about puilic speaking anxiety. Realize that the physiological changes you are 
‘experiencing or bodily reactions you are fecling are a sign that your body is geting ready 
Know that nervousness dissipates or is reduced by the act of speaking. Should your mind 
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0 blank, refer to the matter humorously. If other symptoms become obvious, do not 
‘apologize. This will only cause undue attention. Use the energy to improve your 
concentration, Make it work for you, not against you. 


Develop the right attitude about listeners. They are really a friendly group. They want 
to see you succeed in your public communication efforts. Although your Communication It 
audience (classmates and teachers alike) will be listening to you with paper and pencil they 
really would like to see you perform a good job. Look forward to their praises as well as, 
the suggestions for further improvement. Analyze your audience and their expectations at 
the outset. 


Prepare thoroughly for your speaking assigranent. Know fairly well what requirements 
you have to satisfy. Choose topics that interest you. Make use of avaiiabie preparation time 
in gathering materials for your speech, writing a clear outline, rehearsing and preparing for 
{your audio or visual aids. Do not memorize, This practice usually causes you to worry 
bout forgetting. Speak extemporaneously instead, 


Use effective bodily action. Directed bodily activity will help dissipate excess energy 
and aid you in more effective communication. If you find your hands trembling when you 
grtto the frontor up the stage, remember once again that your bodly is preparing for 
physical an¢ mental efficiency. This is your body’s way of eliminating the excess tension, 
Harness this energy by moving from one side of the table or lectern to another, using your 
pointer to referto your diagram, smiling, looking at your audience more directly. 


Look positively at other opportinities there migit be to communicate interpersonally. Take 
part in varied speaking situations. Actively participate in classroom discussions, Engc ge in 
Conversations with your friends and teachers. Contribute your ideas in meetings of your 
‘organizations. Take up the challenge to speak in public. The exposure in these different 
settings will certainly boost your confidence. Delivering a specch could be a pleasant and 
‘meaningful experience the next tine around. 


THE STEPS IN SPEECH PREPARATION 


‘As with most other skill, there are no ahort cuts to learning haw to speak in public. 
Following are the important steps in speech preparation. 


1. Choosea topic that is appropriate to you as the speaker, the audience and the 
occasion. 

2. Gather materials for the speech. 

3. Outline the body of the speech 

4, Develop the body of the speech through the use of verbal and non-verbal 

supporting materials chosen in terms of their appeal to one or more of the 

factors of attention. 

Develop the Introduction of the speech 

Develop the Conclusion of the speech. 

Rehearse the speech orally 


soe 
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STEP 1: CHOOSE A TOPIC 


“The first step in speechmaking is selecting a topic that is appropriate to yourself as 
the speaker, your audience, and the speech occasion. A consideration ofthese Factors will 
help you arrive ata carefully selected topic which must be phrased suitably to convey ® 
specific speech purpose: 


‘To bogin with, the topic must be appropriate to youas the opeaker. It must 
grow outof your experiene, interests or nowledge. You must also have genuine 
Er husiasm for the subject. Ifyou have the option to choose the topic for your classroom 
review your own interests and knowledge. 
earned from a personal experience will give you 


speech. 


Here are a few examples of speech topics thathave grown out of the student's 
personal experience and knowledge. "A coed from Sulu explained the versatility of the 
Pelton 2s che described its different ses. A member of the UP. Diver's Club spoke on the 
Gangersof scubs-diving. A student who took a summer job asia stucent researc eosisen® 
teks Senate decided to deliver a persuasivespeech on the need to regionalize the election 
of Philippine senators. A male student who loved to cook duting his spare imeshsred 9 
family recipe for a no-bake cheese cake. Capitalize on you personal experience sid 724 will 
bbe surprised at the wealth of potential topics to choose from for your speech. 


Sometimes, a topk simply interests you and you would like to know more about it 
You may want to explore the subject: ‘even if it has not touched you directly. The 
Speech then becomes a leaning experience for yourself as wellas your audience, Suppose 
Jou areinteested in poychic healing but donot know much about it. This would provide 
2 good opportunity to research om a topic that intrigues you and tum it info an interesting, 
talk. 


‘Speech communiction teachers have often heard the following comments: * 
Ma'am Tex only nsophomore and Thave nothing to talk about” “I don't believe in women 
Inthe mlltary:” “Tdon'tknow how to cook” “I'm scared of the water.” “WHAT am | g9ing 
to talk sbout?" You should have no reason to feel desperate about a speech topic. There are 
‘ther leads that you can pursue to get youstarted. The course you are enrolled in is one- 
can Architecture student talked about the Bahay na Bato. A Human Kinetics major spoke on 
dhe practical uses of ans de mano. An Anthropology student gave a speech onthe colorful 
ee Final costume of the T'boli women. Sill another, a Theater Arts student, shared with 
her classmates the humorous situations that arose in the casting and production of the 
Dulaang U.P.s theater season. 


‘Another suggestion is to "revisit" your hometown and get reacquainted with its 
unique and colorful waditons, A Baguio gil delivered a speech on a ritual that she herself 
Wittessed: the Canao festival. If you have traveled around the Philippines, this can 
Certainly provide some teas to talk about. An Arts Studies major who joined hee 
‘Humanities II classmates to Pakil, Laguna chose to speak on the art of wood-cerving: 
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Another who revisited Corregidor described the potential ofthe island as a tourist 
destination. 


Have you had the privilege to travel outside the country? You can share your 
observations and insights of people and places you have visited. One student who visited 
Spain and witnessed the opening of the bullfight season in Plaza de Toros in Seville 
described the event in very vivid detail for her informative speech. Some foreign students 
have used the speech class as an opportunity to acquaint their Filipino classmates with the 
culture of their respective home countries. A student from Hong Kong gave a persuasive 
speech on his personal stand regarding the reversion of Hong Kong to Mainland China in 
1997, Another,a Korean coed spoke on the traditional costume of Korea called the 
"hanbok" A Pakistani student demonstrated how pita bread is made, 


‘Talk about you hobbies, Unusual hobbies, like raising an iguana, making ethnic 
jewelry and jungle warfare are certainly interesting. Stamp collecting, cross-stitching and 
‘comic book collecting continue to be worthwhile diversions that you can talk about for your 
speech. 


For speeches outside the classroom, topic selection is seldoma problem. Usually 
the speech subject is determined by the occasion, the audience and the speaker's 
‘qualifications. When former Philippine President Corazon C. Aquino delivers public 
Iectures, ‘she is often invited to speak on the gains of the EDSA revolution and people 
power. Ms Laurice Guillen will discuss movies and directing. Senator Leticia Ramos 
Shahani might share her views about foreign affairs and women in politics. The same is 
true of ordinary citizens, The drug counselor is asked to talk about the dangers of drug 
abuse, The stock broker discusses initial public offerings (IPOs) while the teacher might 
talk about uew trends im teaching. 


The topic must also be suitable to your audience. The subject of your talk must 
be suggested by the interests, knowledge, attitudes and needs of your audience. It must 
also add to their knowledge. The fact that you are a photography buff, av ora 
bowling aficionado does not mean that your audience will be equally interested in these 
topics which initially Interest you. How then will you determine wht is interesting, fresh 
‘and important to your listeners? You will need to do mudience cxalysis. Verdeber defines 

jence analysis asthe study of audience knowledge, interests and attitudes, Essential 
demographic data must first be gathered. Some of these dimensions include age, gender, 
education and group affiliation. 


1. Age. How old are the members of your audience? Age indicates interests, 
affects your audience's ability to understand your topic and aiso reveals if 
they have enough experience and years to be familiar with persons and events 
you will be roferring to, For example, the Japanese Occupation may be very 
Vivid to your lolos end lolas. Although a younger audience like you may learn 
tout this historic event in your Kasaysayan classes you may not have the 
emotional associations of older people who have experienced the war first hand. 
‘Young audiences are described as an energetic, impulsive, often changeable 
and fickle lot. Older people, on the other hand are described as more 
‘conservative with more or less fixed attitudes about things. These general traits 
‘can be valuable clues as to what interests your audience, and as to what they 
believe in. 
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2. Gender, Is the group primarily male, primarily female or fairly balanced? The 
fender makeup of your audiences stil an important consideration even as the 
Environment is gradually becoming a gender-neutral one. Until recently, it was 
‘assumed that if you faced an all-male audience you might expect a higher 
knowledge and interest level on topics such as auto mechanics and sports 
Meantime, f you had an all-female audience you might expect a higher level of 
knowledge on such topics as child rearing and. cocking. These are gender 
stereotype which are slowly hocaming outmoded. The picture is changing. 
What we now see is a gradually emerging gender-neutral environment with 
both sexes sharing a wider range of interests and experiences. 


3. Educational and Intellectual Level. You need to consider both the formal 
school training and education gained from experience. These dimensions 
serve as an index of the intelligence level of the audience as well as their critical 
and interactive capacities. A well-educated audience is perceived tobe “more 
open-minded and more willing to listen to new arguments than less well- 
‘educated ones. Research has shown that with respect to the use of propaganda, 
highly intelligent listeners are more resistant to emotional appeals and shift their 
attitudes less in response to nonrational arguments than less intelligent ones. 


Group Affiliations. Membership in eocial, politica, cultural occupational, 
professional, and religious groups provide valuable clues about your audience's 
special interests, points of views, motivations, biases and preju'tices. 


5, Size. Although this last av-dience trait does not directly affect your choice of a 
topic, it can impact upon your delivery and presentation. You will still want to 
kanow how large the audience is. Is it an intimate gathering or is ita huge 
‘crowd gathered at the steps of Palma Hall? Most speech classes in the 
university consists of a medium-size audience numbering between twenty-five 
to thirty, This should bea comfortable size for beginning speakers. Some can 
get horrified at the thought of addressing a large crowd. As you gain more 
experience, you may welcome the challenge of speaking to a larger audience. 


‘Once you have completed the demographic analysis of your audience, you are now 
ready to move a step further and assess your audience's interest in the topic, their = - 
Knowledge about it and their attitudes toward it. Gronbeck refers to this as "psychological 
profiling * These characteristics will help you determine how well your listeners will accept 
‘and understand what you want to say. Note that you do not keep the audience in mind 
‘only when choosing a topic. Every step of the way a sensitive speaker will anticipate how 
is listeners will respond. 


KNOWING AUDIENCE'S NEEDS: Maslow's Hierarchy of Needs 


We have often stressed that your speech must be related to your audience's wants 
and interests, One of your important concerns therefore #3 a public speaker isto know 
‘what drives your specific audience to think and respond in certain way. You will have to 
now what needs and desires must be satisfied or created oo that your listeners can be 
‘moved to action, Gronteck refere to these interests and desires as motive needs, 
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In Motioation and Personality, psychologist Abraham H. Maslow provides a 
classification of these fundamental human needs. Refer to Figure 2 for Maslow’s hierarchy 
of motives. 


1. Phygiological Needs - for food, water, air, sleep, sex ete, These are basic 
biological or bodily requirements. 


2. Softy Needs - for security, protection from harm, stability, law and order, 
freedom from fear 


3. Belongingness and Love Needs - for devotion and affection with family and. 
friends; need for acceptance and approval by social groups 

4. Estoom Needs - for self-esteem based on achievement, competence, 
confidence; and for esteem of others (reputation, recognition and status) 


5. SefActualization Necds - for solf-fulfilment, to become what you potentially 
canbe, desire to actualize your capabilities. 


PHYSIOLOGICAL NEEDS: 
Fond, ink, i, step, 86x, 


(Figure 2: Mastow’s Hierarchy of Needs) 


“These needs function as a prepotent hierarchy. Lower-level needs must first be 
satisfied in whole or in part before the higher-level needs can operate. People who rely on 
t hand-to-routh existence and worry about the roof over their heads will have litle time (© 
Strive for the higher-level needs such as esteem or self-actualization needs. But once these 
biological requirements are met, higher level drives can become operative. On the other 
hand’ individuals who are no! financially or economically challenged may find it difficult to 
relate to. a persuasive speech demanding an increace inthe benefits for socialized tit 
tocause thelr biological and eafety needs have mostly been met or satisfied, Furthermore, 
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amr 


Maslow says that we move from one level to another depending on how our lives progress 
or regres. 


Remember that effective public speaking is audience-centered. You, the speaker, 
‘are there to gain a desired response from your listeners. Even as you have chosen a topic 
suitable for your listeners, the audience will continue to influence toa great extent the 
decisiors you make about organizational patterns, the types of supporting materials'and 
the delivery of your speech. 


The topic must also be appropriate to the speech occasion. No matter what 
the occasion or situation, audiences usually have a clear idea about the speeches they 
‘consider appropriate for the occasion. They expect to hear political speeches in the Senate 
floor, homilies in church, eulogies in necrological rites. and commencement speeches in. 
graduation ceremonies. Itis apparent then that outside the classroom, the choice of a topic 
is most often dictated by the occasion. Speeches during, the centennial celebration of the 
Philippine Revolution centered on the role our country’s revolutionary heroes played. If the 
‘occasion is in observance of Earth Day, the speeches will focus on the need to respect the 
Iaws of nature and to preserve what ever is left of the earth. Audiences will feel alienated if 
speakers violate these expsctations as they relate to the speech occasion. 


In the classroom, the speech should conform to the projector assignment If your 
group decides to simulate a speech occasion or event, make sure that topic suits the theme 
Of the program. Time is another important clement ofthe oecasion. The question “Can | 
‘accomplish my specific pssch purpose in the time allotted?” becomes an important one 
Choose topic that you can prepare for within the given time period. Remember too that 
the speech should be kept within the designate! time limit, A common fault of beginning 
speakers is to choose a topic thats too broad for the given time. The time allotment for the 
Classroom speeches is retively short. It would be quite ambitious for you to uttempt to 
discuss the history oft Filipino people or the ten greatest Asians ofthe 208 century inten 
tinutes, The shorter the time you are given to speak, the more specific and limited the 
topic must be. Adapt to te predetermined time limits to make a more effective speech. 


Determine the general end or purpose in speaking 


Along with choosing your topic, you need to determine your general end or 
purpose in speaking, There are three general ends in speaking. 


1. To inform. When your general purpose isto inform, your goals to enhance 
the knowledge and understanding of your listeners ~ fo convey information rot 
previously krown to your audience or about which they know litle about 


“The success of an informative speech depends on how well the audience is, 
able to retain the informative material. If you demonstrate how to do the 
Heimlich maneuver, describe the history and symbolisms of the U.P. Oblation, 
reporton common propaganda techniques or explain how to operate a digital 
‘camera, youare speaking to inform. 


2. To entertain. When your general purpose is to entertain, your goal is to 
provide interrst and enjoyment for your listeners, You want to afford them a 
pleasant division. Ifyou talk on the lighter side of commuting, amuse your 
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classmates with a caricature of unusual characters in the dormitory, 
demonstrate some feats of magic, youare speaking to entertain, 


2. To persuade. When your general purpose is to persuade, your aim is 


a. Toconvince or argue. When your purpose is to convince, your aim is to 
modify or change the belie and attitudes of your listener, to secure mental 
or intellectual agreement, to win your listeners to your point of view. 
‘Speeches to convince are directed towards audiences who are primarily 
neutral or opposed to the proposition. Neutral audiences have not yet 
‘crystallized their judgements hence, they will be likely receptive. Altiough 
‘hostile audiences may not be wor by a single argumentative speech, there 
isa great chance that their existing opposition may be weakened by a well- 
prepared speech. If you try to corvince your classmates that the proposed 
tuition fee fs usjustified or thatthe Philippines should adopt 
parliamentary form of government you are speaking to convince. 


’s. To impress or stimulate, When your purpose is to impress, your aim is to 
reinforce already existing beliefs and attitudes, to deepen the convictions 
of your listeners about your chosen topic. Should the topic be 
controversial, the audience must be sympathetic to the proposal of the 
speaker. If you try to reinforce your audience's feelings about the meaning 
of academic freedom or the need for moral leadership in the country, you 
are speaking to impress or stimul:te. 


_ © To actuate, When your purpose’ to actuate, youraim isto secure direct, 
olzervable, specific and immediate action from yout listeners, The speech 
to actuate is usally directed to those audiences who are extremely 
favorably disposed toward your plan or recommendation. If you want 
your listeners o sign a petition fr the rol-back of ol prices, donate to the 
Mt Pinatubo Fund Drive, o oina rally, walk for acause or voix fora 
particular candidate fora University Council seat, you are speaking to 
actuate. 


‘Word the SPECIFIC SPEECH PURPOSE 


‘Once you have chosen your topic and determined the general speech end or 
‘purpose, you will need to narrow this generalized purpose to an exact and precise goal. The 
specific speech purpose (SSP) is a single infinitive phrase which tells us what you want to 
‘accomplish in your speech. White calls it the *bul's-eye or target of the talk." When 
wording theSSP include the following: 1) the general end or purpose in speaking, 2) the 
‘specific audience, and 3) the specific topic. 


Examine the following specific speech purposes. 


General end or purpose: to inform 
Specific audience: Communication Ill class 
Specific Topic: the history and symbolisms of the U.P. Oblation 
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SSP: to inform my Communication Ill elass of the history and symbolisms of the 
U.P. Oblation 


General end or purpose: to entertain 

Specific audience: Communication III class 

Specific Topic: the travails of commuting 

SEP: to entertain my Communication II class by sharing with them personal and 
interesting insights on the travails of commuting. 


General end or purpose: to convince or argue 

Specific audience: Communication II class 

‘Specific Tepic: the adoption of a two-party system 

SEP: toconvince my Communication Il class that the Philippines should adopt atwo- 
party system. 


Concral end or purpose: to impress oF reinforce 

‘Specific audience: Communication II class 

‘Specific topic: rededication to the principles of freedom and justice 

SEP: to reinforce my audience's (Communication III class) commitment to the principles of 
justice and equality forall people as embodied in the Philippine Constitution 


General end or purpose: to actuate 

‘Specific audionce: University students 

Specific topic: Juan de la Cruz for University Student Council chairman 

SSP: to actuate University students to vote for Juan de la Crux. for chairman of the 
University Student Counc 


‘Asa final check for the suitability of your topic, answer the following, questions. 


1. Does my topic grow out of my experionce, interests or knowledge? Do Ihave 
‘genuine enthusiasm for the topic? 


2. Isthe topic suggested by the interests, attitudes and needs of my listeners? Does 
the topic add to their knowledge? 


Is the topic appro} 


4, Have I properly limited the topic? Does the topic result from my purpose to infoim, 
entertain, convince, impress, or actuate? 


Ifyour answers to the above questions are in the affirmative, then you arenow well 
on the way to the next important stage of specch preparation. 


STEP 2: GATHER MATERIALS 


Once you have worded the Specific Speech Purpose, your next step is to gather the 
‘materials for your speech. What kinds of speech materials do you look for? Where do you 
find these sources of information? How do you acquire these facts, materials and 
illustrations for your speeck? You can use your own knowledge and experience. Or you 
can secure additional outside information from printed materials as well as nonprint 
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resources, from interviews with experts, from conversations with friends, from on-the- 
spot observations, and from surveys and questionnaires. 


You canuse yourself as a resource. A natural starting point is to determine what 
you already know about the subject. It will be helpful at this point to put your ideas on 
paper and make an analysis list. An analysis list, according to White, is simply a tentative 
{ist of ideas or points that you might wish fo presentin your speech. ‘The list can be further 
‘expanded to inclide the additional information or data that you will need to secure. 


‘A student afflicted with juvenile diabetes chose to do an informative speech on how 
cone can live with the disease on a daily basis. He cited. statistics on the incidence of the 
disease in the Philippines, He talked about the symptoms of the disease and then described 
hhis daily regimen. A Theater Arts siudent spoke on the trials and tribulations of the 
Dulaang's U.P. theater season for her speech to cnteriain. She was a production major 
involved in the casting and production of plays for the season. 


‘ou may not be a production major, a tennis champ or your stories may not be «0 
dramatic, but using your own knowledge and experience not only enriches your speech and 
arouses the interest of your listeners. More importantly it will give you confidence. If you 
actually experienced the subject of your speech and observed it first-hand, it makes a 
whole lot of difference . 


Most of the time, you will find out that what you know is not enough. You will 
need to work your way outward and secure additional research materials through the 
following ways. 


1. Reading bocks, newspapers, magazines, journals and other printed resources 
can provide specific information and general concepts relevant te your 
purpose. You may also access rionprint resources in the form of taped radio 
‘and television programs as well as computerized data bases. Speeches, 
discussions and other important events are often broadcast over tv and radio. 
‘Some local stations allow access to these coverages for a fee. You can also access 
‘acomputerized database. A computer database is information stored co that it 
canbe retrieved from the computer terminal. Most computers are now linked 
to the Internet. Users can browse through the vast collection of information 
available from local and international cources. 


2. Interviewing people who have expert knowledge about the subject of your 
speech is another possible source. The experts can provide up-to-the minute 
information which may not yet be available on print. They can also suggest 
‘other sources, materials and even situations to observe. Be sure to apply the 
techniques of good interviewing discussed in a previous chapter. 


a, Conversing with friends is an excellent way to gain insights and views on your 
topic. Engaging others in informal discussions is a useful supplement 
‘especially when preparing a persuasive speech. Conversations with friencls can 
provide a testing ground for your arguments and may even stimulate the 
production of better ones. 
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4. Onethe-spot observation. If you are speaking on a subject such as raising, 
earthworms in one's backyard or the need for more dormitories on campus, 
‘arrange for a visitto the site, office, ot factory. The experience will provide 
concreteness to your presentation. 


5, Questionnaires and surveys. If you want to know what a group of people 
know, think or feo! about the subject of your speech, this resource can be quite 
tuscfal. You may wish to eurvey dorm residents to learn their views on 
‘campus security or the imposition of the single-fee policy. You may send 
{questionnaires toa number of people about a controversial topic and compare 
the answers. The data gathered from these important tools can provide valuable 
supporting materials and evidence for your speech. 


‘Gathering materials for your speech can be an exciting phase of speech preparation. 
‘You may uncover more information and materials than you can use. Begin your research, 
‘early. Start with a preliminary bibliography of articles and books that might be helpful. 
‘Adopt efficient note-taking method in your research. Do not forget to document the 
‘ources accurately. Verdeber suggests that in yeur speech as wellas in any communication 
in which you use ideas not your own, work the source of your information into the 
preseniation. This will not only ede to your credibility but will enable the listeners to 
judge the worth of your ideas. 


STEP 3: MAKE THE OUTLINE 


Plato, 4th century philosopher, suggests that "every speech ought to be pet 
together like a living creature, with a body of ts own, s0 as to be neither without head, nor 
‘without feet, but io have both a middle nd extremities described proportionately to each 
‘other and to the whole” Inother words, an effective speech must have a beginning, 
(introduction), a middle (Body) and an ending (Conclusion). We will now begin to 
construct these main parts of the speech. 


‘After selecting an appropriate topic which meets the necessary criteria and 
{gatheringsultable information and materials, you are now ready w organize dw exiy uf 
‘your speech. Your major tack in this phase of speech preparation is (o discover themain 
headings which will constitute the body of your speech and to arrange them in the most 
effective and logical way 


‘The body is the longest part of the speech, comprising about 80 to 85 per cent of the 
total speech. The specific apecch purpose is accomplished in the body. Its for these 
reasons that the body of your talk is prepared before the introduction or conclusion. 


Outlines are essentil to effective spesches. An outline is blueprint for your 
speech, It is an abridgment of the body of the speech containing the main ideas, 
subordinate points and supporting material arranged systematically according toa 
‘meaningful code of symbols and indentations. What purposes does the outline serve? An 
‘Outline shows the relationships among the ideas of the speech. It Insures that these dene 
‘have unity and coherence and emphasis. It estimates the length of your speech. As a 
preparation outline, you may use it while you rehearse. As. presentation outline, it serves 
‘as a guid” in actual delivery. 
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Steps In constructing the outline of the body of the speech 


inconstructing an outline of the body of the speech, follow these four (4) basic steps. This 
should make your task of organizing the body an easy one. 


1. First, word the statement. 

2.Second, determine the main points. 

3. Third, determine the subpoints. 

4. Last, check for minimum escentials of outlining - 


1. Word the statement, The statement (thesis sentence) is the central idea of 
your speech embodied in a simple declarative sentence. It must be consistent 
‘with your specific speech purpose. Remember to keep it concise and clearly 
worded. You will find it an easy task to evolve the main points which will 
comprise the body of your talk when the thesis sentence is ccar and simple. In 
the examples below, note how the £5? and the Statements are consistent with 
one another. 


S6P: to inform the Comm III class of the history and symbolisms of the UP. 
Oblation 
Siatoment: ‘The UP Oblation has an interesting history and symbolisms. 


SSP: to inform the audience of how a batik fabric is printed 
‘Statement: ‘There are five basic steps in printing a batik fabric: designing, 
applying the wax, dyeing, drying and removing the wax 


2. Determine the main poiztts, Main points are the principal ideas of your talk, 
which directly support the statement or the specific speech purpose. ‘They will 
Comprise the first-degree headings (Roman numerals U1, Ifete.) of your 
body outline. Evolve the main points from the statement or tesis sentence 
youearlier formulated. They differ according to the purpose of your specch. 
rit s an informative talk, the main points may be the logical divisions of your 
specch. If itis a persuasive one, the main points may be the reasons for 
accepting, your proposal. 


‘Typos of organizational patterns 


‘Once you have established the main points, you need to decide in what 
order or sequential pattern you will use to present them in your tak. This isan 
important consideration for your choice will affect the clarity and 
Ponasivencss of your presentation. What pattern will luse so that my” 
presentation is effective and can easly te understood by the audience? The 
Enswer to this question depends on the subject or topic of your speech and the 
Special needs of the audience and the occasion. Let us look briefly at the five 
Trost basic and traditional organizational patterns or order of arrangement. 
‘Thowe are time, spatial, causal (cause-o-effect and effect-to-cause), problem 
solution and topical orders. 
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“Time Order. Thisapproach arranges the materials in chronological sequence. 
“Temporal ecquence is used when, describing,a process, narrating a personal 
experience, givin directions, discussing human events. The following topics 
ca he best organized according to the chronological order: the political career 
of the late Senator Benigno "Ninoy" S. Aquino Jr,_ the process of balut: 
fnaking, the history of the U.P. Oblation, the evolution ofthe barong, Tagalog, 
‘When employing this order, one need not always proceed in a forward 
Cirection. A speech on jazz: might start with contemporary types and move 
backward. Remember though to sick to the chosen sequence once you have 
begun. 


Inthe abbreviated outline below, see how time order is used to explain & 
process. 


[SSP: to inform the audience of the steps in making buntal hats in Bulacan 
Statement, ‘There are six basic steps in making buntal hats fn Bulacan. 
‘Main points: 

T. Thebuntal fibers are first prepared. 
IL The‘mula" or design is created. 
TIL The'susog" is waven. 
TV. The hat is moulded by hammering 
V. Thetpalapad” is made. 
Vi The*suksok" completes the hat. 


Spatial Order, This sequence is best employed for subjects in which space or 
geographical relationships provide natural divisions. The main points proces 
from lftto right, top to bottom, cast to west or front to rear. For example, 
a talt:on election trouble spots in the Philippines might be structured spatially 
‘h lecture on the duat-brain theory could be presented using geographic ord: 
‘as the functions ofthe left and right hemispheres of the human brain are 
‘xplored. A discussion on the dangers of scuba diving would entail asimat 
Srrangement. Itcould organize the risks according to the varying depths of the 
water, Note how spatial order is used to arrange the main points in the 
following example. 


'SSP: to inform the audience ofthe sections of the U.P. Main Library 
Statement. Knowing how the U.P. Main Library is arranged floor by floor will 
facilitate the we of the resources. 
‘Main points: 
1, TheFilipiniana section, journals and microfilm sections are located in 
the basement 
IL. Thesorial sciences section and general reference section are located, 
on the first floor 
It, ‘Thearts and letters section and special reading rooms are on the 
third floor. 


Causal Order, When employing causal order, you trace the causes and/or 
eifects of a situation or condition. When using thie pattorn of arrangement, 
the outline ofthe body will have only two major headings - one, dealing with 
the causes of the event and the other, dealing with its effects. 
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A talk on the El Nino can start with a discussion of the causes of the 
‘weather phenomenon followed by a description of the effects, In discussing the 
foreign currency devaluation, one can firat review the consequences and then 
tackle the conditions which brought this economic crisis about. In the second 
instance, the effect-cause sequence seems more suitable because the general 
publicis more aware of the effects. How do you determine what causal mode 
to use? Ifyou feel that your audience is more acquainted with the causes, then 
‘begin with a presentation of the causes. Use effect to cause if you think your 
audience is more familiar with the effects. 


‘The following outline uses the cause-effect pattern. 


SSP: To persuade my audience that the continued destruction of the coral reels 
in Philippine waters threatens the country's ecology. 
Statement: The continued destruction of the coral reefs in Philippine waters 
‘will have damaging effects on the country's ecology. 
‘Main points: : 
L.. ‘The coral reefs in Philippine waters are being destroyed at an alarming, 
rate by destructive fishing, pollution and citation. 
TL. If the destruction of the coral reefs in Philippine waters continues, it 
will threaten the ecology of our country. 


Problem-Solution Order, This sequential pattern is akin to the causal order, 
‘This arrangement first analyzes the disturbing situation and then offers 
iemedies or solutions, Again, the body of the speech will have two main. 
divisions as seen in che ow-linz below. This order is most suitable for 
persuasive speeches. What follows is a general outline using the problem: 
solution ordes. 


I. Thisis the problem, 
‘A. This is the importance of the problem . 
B. This is the nature of the problem 
C. These are the causes of the problem, 
D. These are the effects of the problem. 


IL. This program willsolve the problem. 
A. This is the nature of the program. 
B. Thisis how the program will solve the problem. 
C. These are theresults of the program. 


Below is a more specific outline using the problem-solution order. 


1. Traffic congestion continues to be a problem in Metro Manila 
A. Traffic congestion must be addressed, 
B. Traffic congestion is a concer ofall sectors. 
C. Traffic congestion is partly caused by too many people © 
at the same time. 
D. Traffic congestion, if unsolved, results In service disruption and 
lowered productivity 


the atroots all 


IL. ‘The adoption of staggered working hours (“flextime") will help solve the 
traffic congestion in Metro Manila. 
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|A. “Flextimet will considerably ease traffic as it spreads the number of 
people on the street during rush hours. 

Feremunent and private firms will adopt three working shifts. 

‘The proposed program will produce the following results. 
Pn Teenll spread the number of people on the street during rush 


oF 


hours. 

2. Services and production will be improved. 

5. Workers will be given a choice on what time will be most 
convenient for them to work. 


‘Topical Order. This sequential pattern is the most popular and the easice to 
vie Topical order results when you divide the speech topic into subsopics 
aoe of which becomes a main point ofthe body of your speech. These main 


rouings as economic, educational, religious, politcal etc. For example, © 
arenasten on the branches of government might be grouped under exesulive, 
fagltative, Judiclary. Ii8 a good suggestion to stickto thse traditional 
divisions. 


there are ne recommended partitions, you will create them. But you 
‘will yl! have to determine which topic comes firsi. Perhape you may wish 1 
trogin with the strongest, most interesting topie first and end with the weakest 
eeitensttnteresting ones. If the subject matter is of technical or complex 
fhature, you may use ihe order of understandability, Proceed from the simplest 
carhearset complex. ‘This method is exemplified inthe second outline lov. 
oar mnay also work from the familiar to the unfamiliar, in other words begin 
Wath subject mate: that your audience already Knows or undoretansand then 
move to that which is new or unknown. 


Here are two one-level outlines whose main points are arranged! using the 
topical order. 


S6P; to inform my Comm Iii audience of th 
bottled water 
Statement: Various types of bottled water vary in taste and texture 
‘Main Points: 

‘ois neral water is considered a health drink because ofits mineral 


‘ferences of various types of. 


components. 

IL. Purfied water is water that is filtered through purifier units. 
IIL, Distilled water is the purest type of water. 

TV. Natural spring water is best known as ground water, 


‘SGP: to inform my Comm Il case ofthe effects of too much exposure to the sun 
ease. ‘The major effects of too much sun exposure range from the 
“uncomfortable to the potentially health damaging, 


1. Too much sun exposure may result in severe sunburn, 


Ih, Tos much sun exposure may result in prematurely aged shi 
IIL. Too much sun exposure may result in 2 precancerous condition 
Vv. 
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Your outline must have consistency of arrangement. You may choose 
to organize the main points of your specch following one method and another 
method for the subordinate points. For example, the topical pattern may be 
used for the main points and then chronological order for the first sot of 
subordinate points under the first main point. Do not shift the pattern or order 
within the main points as this will confuse your listeners. 


3. After selecting the main ideas and the organizational pattern, you will have to 
determine the subpoints. The subpoints are the second-degree headings of 
‘your body outline. They furnish the development needed to clarify and prove 
themain points. Subpoints (represented by the A, B, C headings of their 
immediately superior Roman numeral heads) are to main points what main 
points are to the statement. 


4, Asallast important step in outline construction, you wil! need to check for the 
‘minimum essentials of outlining. Follow these standard principles and rules 
. to ensure a good outline. "i 


‘Aconssent ct of symbols must be used. Use a standard system ofeymbols and 
‘iaemtatione, The customary system ofletering, numbering and indenting is 
Shown in th ample skeletal framework below. 


‘SPECIFIC SPEECH PURPOSE: 
SKELETAL BODY OUTLINE: Paar 


1 = 
{Majorca No. directy supporting the Specific Speech Purpose) 


‘First Subpoin’ directly eupporting, 
1. = 


‘Girst capporting material detailing A.) 
‘Gecond supporting material detailing A) 


2 


ecard Subp directly supporting major 
"iret supporting material detailing B) 

2 a 

(Gecond supporting material detailing B) 


0. 


(Major Idea no. 2 directly supporting, theSpecifie Speech Purpose) 


A. 
(Girst eubpoint directly supporting 11) 
1 a 
(iret eupporting material detailing A) 


See 
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(Gecond supporting material detailing A) 


(Second wont drecty supporting) 
(Girst supporting material detailing B) 
(Gecond supporting material detailing B) 

‘Traditionally, the main points are identified ty Roman numerals (I, I, 
{1],and s0 on). The subpoints, the components of the main points, are indicated 
bby capital letters (A, B, C, and so on). The supporting materials, the 
components of the subpoints, are shown by cardinal numbers (1, 2,3, and so 
fon). Beyond this, there may be other sub-subpoints, in which case, the small 
letters (a. b,c, and 60 on) or 1) and 2) may be used. The number of divisions‘in 
the outline will depend dn the speech topic. 


2 


‘The main points or the most important ideas are indented farthest to 
the left. Subordinate points and subpoints or the less important ideas are 
indented farther to the right. 


Conventionally, each level of the outline must result in at least two 
‘entries. Ifthere isa roman 1, there must bea roman IL. If there is an A, there 
must bea B. If there sa 1, there must be a2 and soon. 


Include only or idea per heading. Each heading must express a single idea. What 
happens when you run multiple ideas in one entry or sentence? The 
relationships of the ideas to one another and the rest of the ideas will not be 
very clear, 


Subordinate the ideas properly. Each main point must directly support the 
statement or thesis sentence. Each item should be independent of the other 
‘main points, The outline must include only ideas which are related logically. 
All subpoints must be linked to the main point under which they are placed, 
Each eubpoint must directly support the point under which it appears 


Use complete sentences in stating the main points and subpoints. This ensures 
that the ideas are developed fully. 


Use parallel structure, The ideas must follow a consistent pattern of wording, 

“The parailel phrasing, will make it easier to understand and remember. 

Types of outline 

“There are various types that can be used in public speaking, 

1. Thephrase outline, sometimes referred to ase key-word outline, has 
‘each item expressed in phrases, key words or sometimes a single word. 
‘Although this outline type provides only a rough sketch of the speech it is 
helpful as e rehearsal or practice outline and a speaking outline an vell. 
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2. Thesentence outline requires that eich of the main points and all of the 

i subordinate points are expressed in complete sentences. Although it 
requires much effort, this outline type assures that the ideas developed are 
complete thoughts. A fullcontent sentence outline will provide a clear and 
comprehensive picture ofthe whole speech. Usually a 3level sentence 
outline will require a set of main points (represented by Roman numerals, 
subpoints (represented by capital letters), supporting materials or pieces of 
‘evidences (represented by Arabic numerals) written in complete sentences. 
‘This is the type of outline you will be asked to prepare for your public 
speaking project. 


STEP 4: DEVELOP THE BODY 


‘Thus far we have seen how the outline serves as the principal organizational tool in 
speech making. However, up to this point what wehave is. merely a skeletal framework. 
‘The speech must come alive. The assertions and generalizations must be made clear and 
credible. The first-and eecond- degree headings must be explained and made interesting. 
We need the supporting materials to intensify, clarify or prove our points. 


If the framework of your epeech proximates the represention of the pyramid 
structure of speech organization seen in Figure3, then itis a well-built speech. According 
to Aristotle, famed Greek rhetorican and philosopher, a well-built speech is one that can be 
represented as hierarchically arranged network of ideas, Visualize the pyramid with the 
apex as the central idea (the Statement or Thesis Sentence ¢3 we call i). The main points or 
mest important ideas sp.ead out o the next level. In the next tier are the subpoints 
supporting the principal ideas. Finally at the base of the structure are the supporting 
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(Figure 3: Representation of Pyramid Structure of Speech Organization) 
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It clear from this representation that the smaller units at the base of the triangle 
are vital for the development of the speaker's ideas. Various types of supporting materials 
such as the illustrations, explanations, comparisons and contrasts, statistics and testimony 
‘are needed to make the speaker's ideas more concrete. Include a sufficient number of clear 
‘and intefesting supporting materials whose sources are properly credited. The skillful use 
of supporting materials, both verbal and non-verbal, often makes the difference between an 
effective speech and ineffective one. 


VERBAL SUPPORTING MATERIALS 


‘There are different types of supporting materials that you ean use to amplify and 
prove themajor points of your speech. ‘The examples cited below are taken from the speech 
plans of Communication III students. 


1. ILLUSTRATION. The illustration, a narrative of anevent or an incident, is 
used to make an idea vivid and real in the minds of the listener. There are three 
kinds of illustrations: the developed factual illustration, the undeveloped 
factual illustration and the hypothetical illustration. 


a. The developed factual iliustration describes in detail a specific event which 
actually happened. Notice how this tras -tvlfe exaniple s able to svpport 
the point under discussion. : 


A cccrsingly mall P50.00 bribe oan send you to ail. Alberto Malas, a 
jeepney drive, tried to brite kis :xay out ofa trafic violation and landed in jit 
‘that same hour. He wns picking up passengers at a No Loading and Unloading 
‘Zone on Shaw Blod. Confronted by the police on duty, Malas stipped a fifly-peso 
bill into his bcense jacket before handing the license over. He is now facing charges 

_ of attempted corruption. Also, since his bail was set at P2,000, be may have to 


b. The undeveloped factual illustration or specific instance(s) is a condensed 
version of the developed factual illustration. It's stil true-to-life but 
contains only the barest essentials. Using a series of three or more 
undeveloped factual illustration. provides a powerful cumulative effect, 


“The following series of abbreviated examples support the point that 
facemile machines serve many uses. 


Kiro Sasaki, owner ofa popular noodle shop in Kyushu, Joparcuses his 
‘machine to take orders from busy persons during the lunch hour rush. Buddhist 
priests at Genshoj Temple 90 miles from Tokyo use theirs to receive prayers from 
people toh do not have time to ake a trip. Novelist Gucki Fujimoto like many 
Japanese writers uses one to get manuscripts into his publishers hands before his 
deadline pasies. These are only afew of the woays in which the Japanese ioday are 
using the facsimile (fax) machine. 
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©. The hypothetical illustration. When a factual illustration is not available, 
‘you may employ a hypothetical illustration. It is an imaginary incident or 
happening that tells us what could happen or probably happen. It is less 
‘persuasive than factual or real examples. Hypothetical illustrations must be 
consistent with known facts even as they are drawn from reflections of 
future occurrences. 


Picture this scene. It's 9 prt rid you are alone in the ofice. ‘The phone 
rings. A colleague several time zones aucy is begging you to get on the next plane 
‘and help kim close a del. What do you io? Wait for your travel agents to open ir 
tie morning? Waste precious sleeping tine arranging a hotel room anu last miraute 
‘fight on the phone. Or log onto the Internet and do it all online? When a 
Portuguese advertising representative found himself in this situation, he did 
Jaave to thik twice. He had to be in Madrid first thing in the morning... He got on 
the Internet and 15 minutes later had a hotel room and fight booked. 


2. EXPLANATIONS use definitions and descriptions to maken idea clear and 
vivid, A definition tells us what a word or term means, Although there are a 
variety of ways to define, the most popular method of definition requires that 
you place a term in theclass to which it belongs and show how itis different 
from other members of this class. Defineabstract terms and concept that are 
not familiar to your listeners. Also, if you are aware that the term may have 
many meanings, makeclear the one that you are using. 


‘Suppose that in a persuasive speech on capital punishment, you want 
to make clear what you mean by “suanslaughter.” You can define it as "the 
Killing of another human being without malice such as in self-defense or thru 
reckless driving,” Notice how the the word has been placed in the category of 
actions called killings limited to the killing of human beings and not other 
forms of life), The phrase without malice distinguishes it from murder while the 
examples provide the circumstances which warrant the charge of 
manslaughter 


‘See how the late National Artist NVM Gonzales used definition when 
he eahorted U.P. college of Arts and Letters graduates to begin using their 
imagination. He explained that the best part of imagination is its constructive 
aspect- which makes, creates, builds and preserves. 


"Our imagination leaves much to be desired. By imagination I mean that faculty of 
mind that provides a culture with things to cherish, chronicles of the experience of the 
ace, images of joy and fears, the riythnns and harmonies of a way of life. Lam not 
saying that we do not have any of these. What Iam saying is that we do not have 
enough of then. And herven knots what we hve we een to be mindlessly throwing 
‘way, even destroying." 


In this other example, notice how the author sets forth his conception of 
a university. He first classifies the term and then separates it from other 
"communities." 
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‘A university sa community of scholars, It is nota kindergarten. Its not a 
club, Its not apolitical party itis not an agency of propaganda. A university is a 
community of scholars 


Descriptions tell us what a thing is, stow it looks, it feels and what it 
does. See how the description below enables the listeners to form a mental 
picture, 


‘The Rubik's cube isa brightly-colored plastic widget developed in 1974 by Erno 
Rubik, a Hungarian professor. The 6 sides of the cube are of diferent colors. Each side 
is divided into three rows, each row into three smaller eubec. Each row can be rotated 
‘360 degrees so that the cube can be twiddled from top to bottom, from side to side, 


|. COMPARISON/CONTRAST. Comparisons point out similarities of something, 
that ie known and eomething that i not. They may be literal or figurative. ‘A 
contrast shows the difference between the two entities. * 


‘The literal comparison compares ideas or objects of the same class such 
‘a5 computers tocomputers, diseases to diseases and novels to novels. Since 
this form of support serves as logical proof, it is important that the two items 
being compared must be alike in significant detail. 


“The figurative comparison or analogy compares ideas or objects of 
Aifferent classes such as government to a ship and the human heart toa car 
motor. Although figurative analogies do not have probative value, they 
provide graphic and striking imagery as shown <a the two 2) examples belo:¥. 


Former Pres. Corazon Agtino once described the Philippine press asthe freest 
in Asia but cautioned journalists against taking too muany liberties, saying sensational 
reporting was lke junk food. "Sensational reporting, like junk food, gives theillusion of 
being filled but gives them, the readers, no real nourishment.” 


* Coarse and abrupt speech is unbecoming. Harss words ae like arrows that 
Ihwce been shot end cnn never be recalled”. : 


|. TESTIMONY. ‘Testimony may be presented inthe form of direct quotations.or 
in the form of paraphraces where you, the speaker, put into your own words 
wat the original source or expert eald. Testimony promotes persuasion when 
Your listener are made aware tha! the source is an expert. I also promotes 
tention eapecilly if the source is a well Anown figure, a celebrity oran 
iecaveos pesca 


“Thomas Merton in a beautiful little essay on the Philosophy of Solitude says 
that in reality all of us are solitary. But paradoxically, almost all of us are afraid to be 
alone, We are bom: alone- only us. And we die alone. No one goes with us on that last 
journey. We spend a good part of our lives making decisions and choices, for which we 
alone must accept responsibility. 
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‘When you cite the statements of someone to support your points, remember to 
make-lear that you are quoting. Itis yourethical responsibilty to tell the 
audience from whom you have taken your material. 


5, STATISTICS, De Vito describes statistics as organized eets of numbers that 
help us to see ata glance trends or other important characteristics of an 
otherwise complex set of numbers. Check for recency and reliability of the 

/ source for your numerical information. Do not overuse statistics. Your 
‘audience may find too many figures difficult to follow. If you are presenting, 
many, copy them onto handouts or present them on overhead projectors. 


‘A student who spoke on the importance of fiber in one's diet used 
statistics to prove his assertion. 


A banana a day keeps the doctor away. The banana is an excellent source of 
potassium (45 mg. per aoerage banana ) and agood source of magnesium (33 mg.) in 
addition to being an easily assimtated source of fer. 


“Another employed statistical information to emphasize the possible ill-effects of 
exposure to visual display units: 


Recent studies on the health hazards of VDU or visual display unit operators 
reoealed thatthe chances are ore in three that pregnant operators wil have a 
miscarriage, stillbit!: ora aaiformed child 


You may sore!imes fins: good reason t= combine two or more: 
supporting materials, as when two sets of statistics are compared or when 
statistics are used within an example or description. 


Leaking faucets can enuse a great dec of water loes. An Snimt diameter hole 
(os big a ballpen point) wastes as mick as 900 liters of water daily. A 1. mm, hole 
wastes as mutch as 10,000 liters of toater daily. A 3.2 wom. diancter hole as big asa 
‘monggo bean, wastes as mich as 14,000 liters of water daly. 


‘These are the various types of verbal supporting materials that you can 
‘use to detail or prove the main points in the body of your speech. As Monroe 
‘and Ehninger suggest, use them generously and select them judiciously. You 
‘will choose them according to their appeal to one or more of the factors of 
attention. 


AUDIO-VISUAL AIDS 


‘Aside from using verbal supporting materials to clarify, amplify, or prove the main 
headings in the body of your speech, you may alsa present non-verbal supporting material 
inthe form of visual or audio aids when appropriate. These devises promote clarity, 
interest and retention. Use audio-visual aids only if they can enhance your speech. There 
are many kinds of audio-visual ais, 
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Actual objects clarify your points and provide dramatic impact. To show the 
‘various capabilities of a mobile phone a student brought an actual cell phone to 
Class. Another brought the fresh ingredients necded for making pizza to show 
how pizza is easy to make from scratch. A film major showed the camera 
‘equipment he used to shoot footages for a documentary he was making. In 
certain situations, you might need living objects as visual aids, A epesch major 
invited his Korean taekwondo coach to demonstrate some basic stances. 
‘Another brought his pet iguana to the class to enable his audience to truly 
‘appreciate the unique form and color ofthe animal. 


Models come in handy when the objects are either too big to be brought to the 
classroom, too small o be seen clearly by everyone or perhaps simply 
unavailable. A foot-high oblation souvenir is an example of a. small-scale model 
of a large object. A large-scale mode of a DNA molecule can be an effective aid: to 
explain structure and function. Life-size models can facilitate demonstrations, 
life-size dummy of a human torso can be used to explain the techniques of CER. 


Photographs can be useful if over-size enlargements are available. Computer- 
‘enhanced photos ean be visually attractive. A member of the UP 
“Mountaineering Club presented 8 1/2.x 11 black and white pictures taken 
uring, their limb to Mt. Giting-giting. Ifyou donot have access to photos 
this large, you willbe better off with another type of visual aid. Regular- sized 
photographs are too small for a public presentation. You will have to pass therm 
around and tis ean distract your listeners from your speech. : 


Diagrams, sketches and other kinds of drawwings are practical aemnatives 
to photographs. ‘They are inexpensive and easy tomake. One student used @ 
stmple diagram of the palm of the hand for a speech on acupressure, Another 
presented a set of drawings depicting the three different kinds of volcanoes 
according to shape, Maps are another kind of drawing that are useful for topics 
involving physical terrain. A student drew the map of her home province 
Bohol and highlighted the places of political, historical, and cultural interests. 


Graphs and tables are effective for speeches which contain statistical dat. 


"Line graphs, pe graphs, bar graphs and pictographs clarify trends and patterns. 


Charts help summarize large blocks of information. In a speech on noise 
pollution, one student used a chart to summarize various loudness levels with 
the corresponding decibel count. Organizational charts detail the structure and. 
functions of a particular office. Flow charts help your audience visualize the 
stages of a process. Successive charts may be unveiled through the use of flip 
charts. 


Handouts cen be helpful aids ina speech presentation. Your audience can, 
also refer to these materials later, after the speech. 


The blackboard (chalkboard) and white board are also effective aids, 


Slides (35-mm transparencies) provide the extra advantages of texture, 
relationships, color and shape. They can enhance a travelogue presentation or & 
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talk on abstract painting, Special room requirements will have to be met to 
make a good slide presentation. 


Acetate transparencies can be prepared beforchand and shown with the aid of 
anoverhead projector. The projector can also be used like a blackboard when 
the speaker writes on the acetate sheet. 


Video tapes and films help audiences to visualize what you are talking ubout. 
‘A speech to inform on the Pampango Lanter Festival was made more 
interesting with a video taped segment of the annual festival held in San 
Fernando, A student who talked on weightlifting saved himself the trouble of 
bringing his heavy gear to class. He simply videotaped the essential jerks and 
showed the film to the class. 


Audio material in the form of cassette or tape recoriings, phonograph 
records, compact discs are also helpful. A speech on the development of 
original Philippine music (OPM) will not be complete unless you allow your 
Tisteners to hear the music. Tango music played in the background as one 
student demonstrated how to execute some tango steps. 


Computer-generated graphics can enhance your presentation. With the aid 
ofa computer and a graphics program or software, you can create 
Ceanaparencies, graphs, elidee and drawings. They are not only easy to make 
but are more visually appealing than the ones produced manually. 


You can be your own visual aid. demonstrating an action or idea. Yega 
ponitione ca: best be appreciated by demonstration,” 


Prepare your visual aids cazefully. Here are some practical tips. 


Prepare your visual aids well ahead of time. Preparing them in advance allows 
‘moze room for creativity and attractiveneness. This also gives you to practice 
‘with them while you rehearse your speech. 

‘Keep them simple but clear. The audience should be able to decipher the 
information easily and quickly. In addition, when making handouts, use only @ 
fev type fonts and avoid fancy ones. 

‘Avoid clutter especially with statistics on a chart or graph. Don’t use more than 
three curves per graph unless you want it to look like a plate of pasta. 

Make the visual aid large enough so that it can be easily seen by the audience. 
“Take the size of the room into consideration. Check for visibility by standing as 
far away from it as your farthest listener will be situates. 

For classroom purposes, Bristol board or illustration board should be at least 2 
0 3 feet in size. 

‘Make your visuals neat and professional looking. No need to spend extra pesos. 
Draw neatly, spell correctly, make your lines proportional and the letters 
symmetrical. Presenting aids that look that they have been prepared by a pro 
vill certainly enhance your credibilit 
‘Use dark ink against a white background and an extra-wide marker so that your 
aid can be seen from the rear of the room. 
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Print legends or titles simply and clearly with capital letters. Lettering should 
‘beat least 2 to 3 inches tall 

Mount your visual aids 60 that they are easy to handle 

Ifyou plan to use the blackboard or whiteboard, practice drawing your 
diagrams while rehearsing your speech. Erase when not in use if they distract 
attention. 

‘Use contrasting colors for emphasis, Use red on white and Ulack on yellow 
Number the steps.in a sequence. Indicate relationships by lines and arrows 
‘Avoid materials and locations which will produce glare. 

Plan how you will set up the place (where to hang, the charts or where to prop 
the objects) 

Humor can be used. Cartoons can be exaggerated or distorted. 


Here are afew tips in using visual aids 


Make sure that the entire audience can see your visual aid. Display itso that it 
‘can be seen by the different sections of the audience ( people in the middle as 
well as to your left and right), 

‘Talk to your audience, not the visual aid. When you point out things on the 
visual aid, look at the aid and pointat the element of interest. Then turn your 
attention back to your listeners. 

Always maintain eye contact throughout, 

Visual aids should be properly introduced. Prepare your listeners for what they 
are to see. 

Explain points of interest carefully and concisely. Summarize and draw 
appropriate conclusions 

Keep visual aids in your possession, unless each member of the audience can 
have a copyto look simultaneously at the matter you wish to call attention to, 
Handing out items can distract the attention of atleast thrve segments of the 
audience (the person who has just had it, the person who has it iow and the 
persons waiting to get it next. Ifthe audience needs to inspect the a visual aid 
closely, you may pass it around. In which case, you have to stop speaking while 
doing 60. Another option is to wait until your speech is over and then pass the 
visual aids to them. Remember to gather al your visual aids before the next: 
speaker takes his tum. Its simple courtesy. * 

If you want your listeners to reflect on some points in your speech, provide 
handouts that they can take home. You can print out the results of a survey you 
‘made for your panel discussion and give them time to digest the figures. Give 
them the recipe of the delicious lasagna you talked about so they can make it at 
home. 

Know where to stand, Stand behind or to one side of your visual aid. If you 
are left-handed, stand to the lef; if you are right ~handed stand to the right. 

Use the nearest hand when pointing to the object of attention, 

Cover aids when not in use. They can distract your lsteners, Remove them 
from sight when you are done with them. 

If your listeners become too absorbed with the visual aid or intrigued by it, 
compensate for the distraction by reiterating the pertinent points. 

Use a pointer when calling attention to points of emphasis in the visual aid. 
Keep you hand steady when using laser pointers. 
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+ Ifyowhave a demonstration, it may be beter to have another parson prrform or 
demonstrate while you talk. 

Slides require a darkened room to achieve maxinyum affect, You may simply 
Want to alm the lights 0 that your listeners can tabe down notes. Halden, you 
don’t want to move the focus from you (the wpeakir ) to th alces, 

© Coordinate elides, overhead projections of videotapes with your verbal 
message, Talk louder or move more vigorously whan presenting mechanical or 
Clectronic messages. Plan when to show them (before oF after your verbal 
explanations). 

1+ Anticipate problems that may arise when electronic devises such as overhead 
Projectors, slide projectors and computers are wed, Prepare for the 
Tnespected when theze gadgets fail or aro not available. Before the speech, 
Cheek the electrical outlets and make sure they are functioning, Carry spare 
batteries with you. 

= For multimedia presentations, make sure that everything is eynchronized. 
Check the lighting, and sound requirements. It igh be a good idea to have an 
‘entatant hell you out 9 that you can free your hands while talking and thus 

fective presentation, 


FACTORS OF ATTENTION 


very supporting material (verbal or non-verbal) that you use in your speech must be 
elected and developed in terms ofits appeal to one or more of the factors of attention: 
proximity, significance, vivid concreteness, variety, humor. These are sometimes referred to as 
vrctors nf interest or factors of intensification. Wilson, Arnold and Wertheimer refer to them, 
ins rhetorical features. ‘They are elements which enable you to attain the spontaneous 


interest or attention of your listeners. 


Proximity. As much as possible you ust direct your speech materials to the immediate 
wants and interests of your listeners. Depict them to be close in space and time to you 
udience. The adjacency can be real or imagined, actual or figurative. Your audience can 
nore directly relate to the need for AIDS awareness if your choose statistical data that is 
‘hearer in time or space to them. Use figures on the incidence of the disease from local 
Sources rather than foreign ones. Similarly you can generate greater interest if you talked 
‘Rhout the latest trend in the local fashion scene than about developments in Italy, Paris or 
Singapore, Involve your listeners directly by referring to someone in the audience or tothe 
jmmediate occasion. The closer you bring your speech topic "home* the more likely your 
audience will Iisten to it 


Significance. Appeal to matters that are considered vital by your listeners. Audiences 
pay attention to topics which concern their health, future, reputation, property or 
‘employment. In a spesch on EVAT, a Business Economics major related the cost -of = 
tiving index to the monthly allowance of his classmates and _ the price of meals in the 
cafeteria. Another who gave a persuasive speech advocating the closure of « land fill in. 
this hometownatressed the significance of his topicby showing how the future lives of his 
classmates depended on the preservation of the environment. 
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Variety. Build variety or change in the development of your main ideas. Use different 
supporting materials which stimulate not just one sense, buta variety of senses (visual, 
aural, tactile, kinesthetic, gustatory). Appeal to as many wants and interests of your 
listener. To alert your classmates to the dangers of pollution your supporting material can 
depict a number of elements: Have them think about drinking toxic residues or about 
living in glassed-in cities. Have them imagine seeing thousands of dead fish on the beach or 
having fo wear gas masks on an ordinary day. 


Vividness. Develop your supporting materials ¢o that they are vividly impressive. 
Imagery is an important expect of vividness. In a speech to tave the Pasig River, a student 
quoted the words of the former First Lady Amelite "Ming" Ramos who eaid "the centuries 
hace not been Kind to this the Pasig) river. Today, the Pasig Rioeris on the verge oféying. Its hue 
is the color of mourning and its odor the stench of despa. 


Activity. Change or movement aways attracts attention. The activity can be real asin & 
speaker's movement on stage. Itcan be suggested by the idea you are discussing; through 
the description of a varsity player finishing a triathlon or through the use of verbal imagery 
(Fe hurriedly vacated his theater seat) 


Humor. Humor that is appropriate, fresh and in good tasteis a sure-fire way to capture and 
hold the interest and attention of your listeners. It can ease a tense audience and help you 
cslablish good rapport with them. You can yse exaggeration, irony, play on words or 
amusing ancedotes : 


STEP 5: MAKE THE INTRODUCTION 


‘The introduction comprises about 10% of the entire length of the speech. It serves 
twoimportant functions: to gain favorable audience attention and to clarify the purpose of 
the speech. In addition, an effective introduction builds the speaker's credibility and 

goodwill. Most introduction have two parts, the AttentionStep and the Clarification Step, 


Here are some suggestions to secure audience attention to your mesoage They are 
also suggested ways to accomplish the Attention Step. 

1. Refer to the significance of the speech topic ios 

2. Use humor that is fresh, brief and in good taste. 

3, Tell an interesting story from your own experience or someone else's. The 
Iustration can be factual or it can be imaginary. 

4. Usea quotation 

5. Make a stimulating statement or ask a provocative question. 

6. Mention common bonds such as ideals, beliefs, relationships, interests that 
‘you share with your audience. 

7. Refer to the speech occasion or purpose of the meeting. 

8 Pay your audience complimentary remarks. 


Here are some suggestions to prepare oF orient the audience for the body of the 
speech. They are also ways to accomplish the Clarification Step. 


1. State the key idea of the speech. For an informative speech, this would be the 
‘hwsis statement, For a persuasive one, this would be the proposition. 
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2. State the main points or arguments of the speech. 

3, Explain how you plan to develop the body by stating the main ideas or 
arguments. 

4. Provide necessary background explanations or definitions. 


‘To get your speech off to a good start, you will need to motivate your audience to 
pay attentionto you and. to prepare them for the body of your speech. You will also use the 
introduction to convince the audience of your knowledge, credibility and goodwill. Source- 
credibility will be discussed in greater detail in the chapter on ethos. 


‘STEP 6: MAKE THE CONCLUSION 


‘The Conclusion is your last opportunity to accomplish the Specific Speech Purpose 
of your talk. A typical ending usually comprises 5 per cent of the entire speech length. 
Gamble and Gamble list four important functions of the conclusion: to let your listeners 
know that you have come to the speech's end; to reemphasize your central idea and main 
points; to motivate the audiente to respond as you desire; to achieve closure. 


Hereare some ways toachiove the goals of the conclusion. These ere also 
suggested ways to accomplish the Summary Step. 


1, Restate the key idea of the speech 
2. List or review briefly the key points of the body of the talk” 

3. Summarize indirectly or informally 

4. Use a quotation, comparizon or illustration te reinforce the central iden 
5, Refer to the introduction to create a sense of closure 


Ifyou wish to actuate your listeners, your conclusion must include an Action Step. 
State clearly the nature of the action desired, how itis to be accomplished and the timeand 


Here are excerpts from speeches made by Conununication Il students. Study the 
sample introductions and conclusions. Be able to identify the method used to attain the 
goals of the introduction and the conclusion, 


Example 1 (from a speech by Ryan P. Dimaano, Communication 11) 
SSP: To inform my Communication III class of the components, processes and 
applications of virtual reality. 


INTRODUCTION 


1. Attention Step: Imagine yourself walking through your newly-constructed house. 
‘You find that the window in your bedroom doesn't quite caich the rays of the 
sun. You grasp the edges of the window frame, then pull it across the 
‘wall until it lets the sun's rays in properly. Walking over to the study room, you 
find that your heavy study table is notin its. proper setting. With the ease of 
toddler holding a lollipop, you pick up the whole object and reposition it. Entering, 
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the playroom, you find that there are electric sockets that might tempt the curious 
fingers of lite chuldren. With the wave of your hand, the electric sockets 


disappear. 


I, Clarification Step: Unimaginable, isnt it? But possiblein the world of virtual 
reality, one of the most sophisticated advances of technology. In common terms, 
When we eay virtual reality, we may mean “almost real" In more technical terms 
however, virtual or artificial reality is a computer simulation of concrete and 
MMstract objects, This morning, let us explore the wonder of virtual reality as we 
learn about its components, processes and applications. 


CONCLUSION 


SUMMARY STEP: Such isthe wonder of artificial reality. Lifeas we know it will change 
Sealeally through unlimited applications of virtual realty. 1 hope that you and T will all be 
ready for it. 


‘Example? (from a speech of Ma. Corazon N, Abad, Comsmunication 1) 
S6P. To inform my Communication III classmates of the general rules to follow in 
serving wine 


INTRODUCTION 


1 ATTENTIONSTEP: During the Middle Ages, a popular way of getting back at 
one’s enemies was fo ask them to dine with them and sometime during the 
festivities have them partake of a goblet of poisoned wine. A guest had to be wary 
those days, Gradually the custom arose for the host to taste the wine before his 
ites fo allay their fears, Today, the host samples the vine before the guests are 
peeved bat this is done only as a means of assuring the host that his wine sin, 
perfect condition. 


CLARIFICATION STEP: Ascertaining the perfect condition ofthe wine s just one 
Gfthe many considerations in wine serving. Today, {shall explain the rules to 
follow in serving wine. By the way, let me assure each one of you in the audience 
this morning that you are all my friends (not enemies) and Ido not intend to get 
back at anyone of you. 


CONCLUSION 


SUMMARY SSTEP: 1 would like to emphasize that the rules in wine serving that [have 
Giseussed are only general considerations. In the final analysis, iti the individuals taste 
Sand palate that must be satisfied. [hope that the next ime you serve wine or for that 
Inatter drink wine, you will do so with more grace and confidence. 


Examples 
SSP. To entertein my Communication III class with the travails that a would-be 
medical student has to endure before being accepted to a good medical school 


INTRODUCTION 


1 ATTENTIONSTEP: [saw a psychiatrist last Friday. For the better part of an 
hour, I found myself lying on a couch and talking about my "Inner Child.” Te was a 
totaly strange experience. [felt weird. I'd like to assure you however, that Lam 
not psychotic. Neither am I neurotic. 


‘Communicating, in Public 176 


CLARIFICATION STEP: What was I doing there if I'm not Yerazy *? Simple, Iwas 
being. interviewed by a member of the admissions committee of the med schoo! 1 
applied to. It was just the latest of the countless things I have had to go through in. 
‘ny attempts of get admitted to a good medical school. I must tell you that getting, to 
med school is no easy thing. 


CONCLUSION 


SUMMARY STEP: Now that you know how difficult itis to get into med school, you 
probably won't consider studying medicine anymore. With all that a would-be medical 
‘student has to go through, onecan't help but wonder if they're indeed crazy. Frankly, after 
all I've been through I'm feeling a bit neurotic myself. Do I then deserve to sit in the 
doctor's couch?) After this class, I'm going back to the psychiatrist who interviewed me, 
Meanwhile, I'm getting off this stage before I go completely nuts 


Example 4 (from speech by Kathrina Moara Abad, Communication 111) 
SSP: To entertain my Communication III class by describing to them how to win the 
battle of the bulge 


INTRODUCTION 


1 ATTENTIONSTEP: My topic today is something many, my self included, may 
consider to be a mission impossible. How to lose weight is indeed is more often 
than nota losing struggle. 


Il. CLARIFICATION STEP; Those of you who aren't qualified to join the overweight 
army my find the ensuing discussion useless at this point. Then again you cen 
never tell, You may just qualify ig the next few months. Those of you who are 
already qualified to join the overweights, consider yourselves as soldiers of war. 
Get ready to fight, Psyche yourselves up. Rememoer, we can win the battle of the 
bulge! 


CONCLUSION 


SUMMARY STEP: [sincerely hope that you have internalized all the war tactics I have 
taught you. also hope that I will never have to train you again for blubber combat. 
Rememiber, we can win the battle! 


Example (froma epecch by Joan C. Mosaialla, Communteation I) 

SSP: To convince my Communication III class that demilitarization is the answer to 
the lost potential for the physical and psychological development of the Filipino 
children in militarized rural areas. 


INTRODUCTION 


L ATTENTION STEP: [was only nine years old when an event happened that 
‘shocked my childhood life. Ithappened in the summer at my grandparents’ house 
{na remote place in the Bicol. What I expected to be a memorable and happy 
vacation turned out to be a nightmare. 


COnenight, as my relatives and I were peacefully sleeping, we were awakened by 
the sound of gunfire emanating from some distance from our place. I could not 
loop the rest of the night. The thoughtof armed men barging in kept me awake all 
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night The next morning was worse. I was shocked to see dead bodies being 
paraded in the streets Ly military men. Twent home after « few days not just 
because of fear but alo because of loneliness. I could not find any children to play 
with, | have since returned to the place to visit my sick Lola. But nothing bas 
changed. 


IL CLARIFICATIONSTEP: My friends, this unforgettable experience is the 
inspiration behind my topic for this morning's speech. Demilitarization is the 
answer to the lost puteatial for clevelopment of children in militarized rural areas. 
feel that most of us, having lived in urban places free from military operations, are 
not aware that the vast majority of the Filipino youth are victims of war. 
Milltarization has brought irreparable damage to the physical and psychological 
‘well-being of many Filipino children. | firmly believe thet the only solution that will 
cend this tragedy is to remove the military troops in rural areas. 


CONCLUSION 


SUMMARY STEP: The lateSenator Jose *Pepo" Diokno, champion of civil liberties, once 
said that "to end militarization, we must cut off the passivity ofthe people, a pass 

‘bom of their powerlessness. To end militarization, we must arcuse the people's 
consciousness oftheir power to achieve goalsif they act together to exert pressureon the 
government to demlitarize tect” 


“The victims ofthis tragedy have remained passive over the years as they continueto fear for 
thei lives. We voho are free and secure ean do something, My friends, I urge you to take 
Upthechelenge! Like us, ove fellow youth in the mlitarized rural areas have aright 93 
bright future, a future with peace, freedom and justice, a future “where mind is without 
fear and the head is held highs, where knowledge is free." 


Example 6 (from a speech by Carla V. Mayo, Com:=unication I) 
SSP: To impress my Communication Il class by paying tribute to Gliceria Marella 
Villavicencio, the godmother of the Philippine Revolutionary Forces 


INTRODUCTION 


1. ATTENTION STEP: "Batangas too had a lady as fair as Ibarra's Maria Clara, as 
‘brave as the wife of Diego Silang, and as patient as Gregoria de Jesus. We too had 
a Melchora Aquino, & Tandang Sora who sheltered and fed the wounded and. 
hungry soldiers, whose family larder was even open to the weary revolutionists 
and who spent her weaith to provide for the needs of the soldiers of freedom ~ at 
the cost of the life of her own family.” 


IL CLARIFICATIONSTEP These were the words of the late Claro M. Recto as he 
described a forgotten heroine of the Philippine Revolution, a woman from 
Batangas whose patriotism should long be remembered. 


CONCLUSION 


SUMMARY STEP: Words will never be enough to pay tribute to the patriotism of Gliceria 
Marella Villavicencio, the "General Godmother of the Liberation Forces." May the zeal 
and moral leadership she displayed during the Philippine Revolution of 1696 bean 

tion to us all young men and women here gathered to witness the Centeanial 
Celebration of the Philippine Revolution in the year 1996! 
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mple7 
SSP: to actuate my Communication III class to join Task Force Street children 
inorder to alleviate the plight of Metro Manila's street children 


INTRODUCTION 


ATTENTION STEP: If you've walked the streets of CM Recto, Cubao or Ermita, 
‘chances are you have come across Kiko and Analissa. Kiko isa ten-year old boy 
‘rho goes to public school by day and to the streets by the aftemoon and night to 
Gell cigarettes and candies. Analisea is six years old. She in the streets all day 
begging, She refuses fo go home because her stepfather might molest her again. 
Home snow a waiting shed where she cleeps at night. You may chance upon her 
with solvent in her hand. 


I CLARIFICATION STEP: Kiko and Analisa are just two typical streetchildren. There 
‘Sremore than a million like them in our country today, thousands in Metro Manila 
Stone. This morning, lot me give you a glimpse of the plight ef the street children, 
{ike Kiko and Analissa. I further seek your support and invite you ib join the Tast: 
Force Sireetchildren, an organization aimed to give these children hope for their 
future. 


CONCLUSION 


IL ACTIONSTEP: Application for membership to TISis ongoing. My TFS friends 
aad L will bo at the A.S.walkway to answer your queries about the organization and 
Siner ways you can support the TFS. Again, [invite you to take this small step with 
“TPS and help save the streetchildren of Metro Manila 


THE SPEECH PLAN = 


‘Once you have constructed the outline ofthe body ofthe speech and developed the 
introduction and conclusion, you are now ready to putall these tog:ther in a speech plan 
Whetis aspecch plan? A speech plan i full-content sentence outline ofthe entre speech. 
Tehas three main sections: the Introduction (consisting of the Attention Step and 
Clarification Step written out infil), the Body of the speech in outline form (at least a2 to 
S tuvel sentence outline complete with supporting materials) and the Conclusion (consisting 
ofa Summary Step and an Action Step, when needed; also written out in full). The speech 
plan includes the following additional items: thettle of the speech the specific epee 
Purpose (SP), the statement or thesis sentence, sources fr the research end suggested 
ertdio or visual materials that will be used for the presentation. For your extemporancous 
speaking project in your Comm Ill class, you wil be asked to submit a speech plan. 
Follow the format of the sample speech plans included in this chapter. 
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eepeech plan, you will need to check for coherence and unity in 
ve to prepare transitions. Transitions are words, phrases or 
atences that link or bridge one point to another, one part of the 

sjor sections of a speech. They make your ideas flow smoothuy. They 
in keeping track of your main points, Various types of transitions 
vs, iterral summaries and signposts tell us where the apeaker has 
vhere he is going. 


's tell an audience what a speaker will take up next. They are usually 
ce speech particularly when the speaker starts to discuss a main point. 


+ problem of stage fright, we stall first look at its nature, second at its 
atthe weys we can cope in order to demonstrate poise and confidence. 
sider the thee main reasons why we should. 


ries remind the audience of what they have just heard. They are 
discussion or presentation of a important main point or a set of 
shey summarize the preceding, points. 


ve made cer the benifits one can derive from a vegetarian diet. 
sidered te dsattrantages ofthe proposal. 
‘ae the fundamental ideas that we have covered so far. 


lative in the use of transitions. You may use an internal summary first 
ener of the thought just completed and then follow with an internal 
( the idea that is about to be developed. 


we also need to. 
some time talking about the onuses, It is time now to discuss the 


cave exploned the origins of. let us turn to its modern usage. 
problem: of poverty is only one part of the solution. The other part isto 
that earlier | emphasized the importance of audience analysis in cheosingya 


brief phrases which indicate where you are in the speech. They con 
tumerial cignpocts. In a epesch on the causes of juvenile crime, the use 
helped the attdience keep track of the major points of the discussion. 


sof juvenile crime is poverty. 
rreause ofjuvenile crime is broken homes. 


cause ofjavenile crime is lack of moral fiber. 


‘My second argument is... 


Signposts may be inthe form of questions. As Isteners ponder upon the answer(s) 
to the questions, they get more involved with the speech. 


How can we rid the streets of 
Is there a way to a more efficient. 
‘What are the political ramifications 
‘What can the studentry contribute ..? 


2 


‘Sign posts can also be simple pirmses which focus attention on Key ideas. The 
{following phrases alert the listener that an important point is going to be taken up- 


Remember this. 

‘Above alan. 

Keep this in mind. 

‘The most important thing. 
Furthetnore.. 
Consequently. 


STEP 7. REHEARSE THE SPEECH 


Practicing the epeech aloud isthe final step in speech preparation. This does not 
only give you thechance to ear your speech the way your audience would hear i. More 
srictany this rchearsal period will help you establish your Kdeas and their sequences 
sayin your mind resulting in a more poised and animated presentation. 


How do your rehearsc? Begin by mentally fixing the speech in your mind. If the 
tallcis extemporaneous, you should memorize any the sequence of ideas you wish fo 
present Keep the introduction ard conclusion in your head. You may want 19 remember 
acne interesting quotes or joke. Tey close attention to your speech organization and 
content. Vary the wording of your ideas each time you rehearse, This will assure 
spontaneous and fresh delivery. 


‘You may ask. friend to listen to you. Some prefer to practice before a mirror 
“thus alfows thean to take note of ther facial expressions aint posture. Do not however plan 
you gestures or movement Its als a good idea oreiarse with your visual aids. Sot 
en faven try recording your epesch. Remember though that a large audience and 9 Ug 
rane require increased voice projection. Whatever you decide, keep your deliven 
natural and spontaneous. 

«The choice of rehearsal procedure will depend on you experience and knowledge 
about the speech tople. Another factor will be the presentation metiod of your choics. Toe 
apamplay you are rehearsing speech to be read from a manuscript, always maintain ye 
contact with your audience, 


PRESENTATIONAL METHODS 
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In delivering a speech, you may speak impromptu, memorize, read from a 
Iusscript, orextemporize. Your choice of presentational method is usually determined 
lature of the speech occasion, the purpose of the talk and your personal capabilities. 


byt 
Note the advantages and disadvantages of each mode of delivery. 


Impromptu Method 

‘This is sometimes referred to as speaking on the spur of the moment. There is little or no 
specific preparation involved. The speaker simply relies on his general knowledge, 
‘experience and skills. Impromptu speeches are given in “rhetorical emergencies" 
(Gronbeck) such as an open forum which usually follows most symposia, after-dinner 
events, conventions and even in lass. Your economics professor may call on you to 
‘explain the concept of production possibilty frontior. Should that moment come about 
when you are asked to say a few words, concentrate and attempt to focus on a single idea 
which you can support with a few important and interesting details. 


The Memorized Speech 

‘This mode requires that the entire speech be written out word for word and then committed 
to memory. Some individuals can do a good job of memorizing, but for most of us we are 
faced with the constant danger of iorgetting. When a speaker memorizes, he usually 
concerns himself with remembering the next word or phrase rather than on 
communicating his ideas. He is also unable to adjust to listener feedback. Memorized 
presentations ere often stilted, formal, mechanical, hurried, sometimes oratorical or even 
elocutionary. As much as possitle therefore, avoid the memorized speech. 


The Manuscript or Read Speech 

‘The manuscript speech, like thememtorized mode, is written out in full. The speake: then 
reads from the manuscript. When is reading from the manuscript appropriate? Itis 
appropriate when formality and careful wording of the speech is demanded such as when 
the President of the Philippines delivers his annual state of the nation address. It is 
appropriate when exact and technical language is required such as in the presentation of 
‘scientific papers in medical conventions. Itis also appropriate when careful timing is 
‘essential such as in broadcast speeches. Do not sacrifice communicativeness and 
spontaneity simply because you have to read from the printed page. 


‘The Extemporaneous Mode of Delivery Speech 

‘This mode of delivery involves thorough preparation. You will have to accomplish the 
‘essential steps of speech preparation as earlier discussed. Once the speech is developed, it 
4s often suggested that you commit to memory the main ideas and the order in which they 
will be presented. It is considered a flexible method because you word your speech as you 
go along. Another advantage of this method is the responsiveness to feedback that it 
Provides. For most situations, including your speech communication class, use the 
‘extempore method of delivery. 


CRITIQUEING PUBLIC SPEECHES 


In addition to learning the steps in speech preparation , itis also important to learn 
how to evaluste critically the public messages /speeches of others, The speech classroom 
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serves 05a learning laboratory for studying and evaluating speeches. It provides the 
‘opportunity to hone your critical listening skills, 


Bogin the task of learning to evaluate speeches by going over te Check-off 
Evaluation Sheet (ce Appendix). The criteria include speech content, organization, 
language and delivery. Having set the appropriate standards and expectations, you can 
now get set to listen to your classmates. Other evaluative measures which focus on relevant 
sspects of the speechmaking process may be suggested by your teachers, Use them not only 
{n the classroom but in listening to real-life speeches and those broadcast over radio and 
television. 


‘There will be opportunities for oral postspecch evaluations in class, These will be 
oral critiques from you classmates as well as your teacher. Learn to give cunstructive 
criticism for your classmates. Incorporate the suggestions of your teacher and the rest of 
the class in future speech projects. 


a a 


‘According to Monroe and Ehninger, public communication involves «single 
speaker who, in aelatvely formal one and manner, presents a continuous, uninterrupted, 
informative, periuasive or entertaining discourse of supposedly general interest to a 
sizeable number of other person:. " 


Public speaking apprehension or stage fright is a normal problem whose nature, 
‘causes and effects must first be understood before learning how itis controlled. 


In preparing your first specch, follow these 7 important steps. First, choose @ topic 
that is appropriate to you as the speaker, to your audience and to the occasion and the 
‘speech purpose. Second, gather speech materials . You may discover speech materials from 
the following sources: your own storehouse of information and experience, interviews with 
people, conversations with friends, print and non-print resources, observation and survey- 
taking, 


‘Third, outline the body of your speech. Evolve the main ideas which will comprise 
the body of your talk from the thesis sentence and arrange them according to one of five 
patterns: chronological order, spatial order, problem-solution order, causal order and 
topical order. A sentence outline is suggested, Fourth, develop the main points in the body 
of your speech by employing, various types of verbal and non-verbal supporting, materials. 
‘These must be chosen according to their appeal to one or more of the different factors of 
attention. 


Fifth, develop the Introduction of the speech. The introduction serves atleast two 
important functions: to stimulate interest in the subject matter of the speech as well as you 
the speaker and to orient the audience to the body of your talk. To orient the audience to 
the subject, state the purpose of your talk, explain how you plan to develop the body either 
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through listing the main ideas or preliminary summary of the main ideas, andl provide 
necessary background information 


Sixth, make the Conclusion of your speech. An effective conclusion should restate 
the central idea or statement ofthe speech. list or review the main ideas presented in the 
body, summarize using a quotation, analogy or an illustration. Prepare the speech plan. 
Use transitions. Seventh and last, rehearse the speech aloud. 


“There are various presentational methods: the impromptu, the memorized, the 
manuscript speech and the extemporaneous method of delivery. 


GUIDE QUESTIONS 


1. How can stage fright or public speaking apprehension beused to enhance your 
public communication or delivery of a speech? 


2. Why must a public speaker be audience- centered? 


43, Whatis the difference between the spexific speech purpose (SSP) and the statement 
tr central idea of a specch? Why is it important to formalate these 2 items early in 
speech preparation? 

4. Why is it important to draw on you own knowledge and experience in gathering 
materials for your speech? 


5. What are the five basic patterns of organizing the main points in the body of « 
speech? Which are appropriate for an informative speech? Which are appropriate 
for persuasive speeches? 

6: What role do transitions (internal previews, internal summaries, sign posts) Play in 
a speech? 

7. Which of the verbal supporting materials are best euited for Logical proof? Which 
are the least suited? Why? 

18. What are the objectives of a specch introduction? Identify the different methods one 
can employ to get the attention and interest of your listeners? 

6. Why should you nearly always include a clarification step or a preview statement 
in the introduction of your speech? 

410, Identify the various ways you can reinforce the central idea of your specch. 
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‘As soones you get your teacher's approval of your topic for your extemporarioons 
repare a preliminary bibliography or reference Hit. This may include ies 
see, articles, names of people you may want to interview, places to visit, oF 
events to observe. 
pian to conduct an interview for your extemporancous speech. Apply the 
tcchriques of effective interviewing learned inthe previous unit. Determine how 
hal de information gathered fom this interview willbe for your public speech. 
‘Aw an exercise in organization, tunscramble the items inthe scrambled outline inthe 
A rand Fit dove items the skeletal oulline which has bom provided. 
Listen to a lecture in your speech communication class. List down ss many 
Listet fore (internal previews, internal summaries, sign posts) employed by the 


rete a form that will indicate their position (for, against orneutral) about the 
vr eral topic. Immediately e2ier your spesch, have them fill out « ei—nlar 
foam and indicate their current position. Note the difference, 


Linton to your favorite newscaster deliver the news. Analyze the method employed 
to bein the telecast. Distinguish the attention step from the clarification steP- 


Road the Introduction of a sample speechin the appendix. How does the writs 
een age favorable attention and orient th Tisteners tothe body of the epeech? 
Tivaluate the choice of methods and suggest ways to make the introduction more 
effective. 


tioton to reports maden your ther casks, ist down some ofthe ineffective ways 
crrrtuhods thas have been used to close their preseniations or speeches 
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Appendix A: Self-Evaluation of Listening Habits 


How Well Do You Listen? 


How often do you engage in these 10 bad listening, habits? Encircle the appropriate 
letters, and then count your score. 


‘A—Almostalways B-Usually  C~Sometimes D-Seldom E ~ Almost never 


Rncisceone 
1. Hastily banding a subject as “uninteresting” AbeD 
2. Focusingon the speaker's mannerisms ~ ABCDE 
not themessage 
8. Getting “over-timulated” by something ARCDE 
the speaker say 
4. Lstening pinay fo facts 


5, Trying t outline everything 
6, Feigning attention tothe speaker 
7. Creating or tolerating distractions 
8. Avokiing difficult material 

9 


Engaging in “private planing” 
10, Not “thinking ahead” or mentally 
summarizing key points 


p> emer 
sososee 
nannaae 
guos0009 


‘TOTAL 


Scoring 

For every “almest always” encircled, score 2 points 
For every “ustally” encircled, score 4 

For every “sometimes” encircled, score 6 

For every “seldom” encircled, score 8 

For every “almest never” encircled, score 10 


“The average score is 62. You may want to compare our score with others. For an even, 
more objective assessment, ask your classmates, friends or parent, 


Appendix 


: Oral Reading Evaluation Sheet 


Rator: 
Reader: __ Date: 
1-Superior 2-Good  3- Average — 4-Below Average 5 ~ Poor 
Encircle one 
1, Projection of thought 12345 
2. Projection of emotion 12325 
3. Voice control 
8) Audibitity 123945 
¥) Flexibility 12348 
©) Pleasantness 12345 
4) Articulation & pronunciation 12 S45 


4. Control of bodily activity 
3) Byecontact 
by Facial expression 
©) Posture 
4d) Animation 
5. Audience response 
6 Manuscript 
a) Choice of material 
b)Neatness and skill in its use 


7. General effectiveness 


‘Comments: 


Appendix C: Interview Plan Format 


Date 


Name of Interviewer: 


Name of Interviewee: 


Background Information on the Interviewee: 


Purpose of the Interview: 


Questions: 
L "Fencing" Period or Exploration Stage 
1 
2 
I. Interaction Stage 


a 


on 
II Termination Stage 


10. 


Appondix D: Sample Interview Plan 


Interviewer: Jennifer Ang, 
Interviewee: Raza Tabassam 


Background information on informant: /A Pakistani; 94 year Civil Engineering student in 
‘UP; master’s degree holder in Engineering Geology; and a practicing Moslem 


Purpose of interoiet: To lear about the fundamentals of Islamic teachings as embeded in 
the “Five Pillars of Islam” 


Questions: 


1. Fencing Stage 4 


1. Tunderstand that you come from a country that is predominantly Moslem. 
Were you born into the Moslem faith? 


2. How were the teachings of Islam instilled in you? 


TI, Interaction Stage 


3. Why is the profession of faith ("There is no God but Allah and Mohammed is 
his last prophet.”) the most important teaching every Moslem must follow? 


to day itfe as a Mostem? 


4. How does this principle guide you in your 


5. What guidelines are followed in praying “salah” 5times @ day facing Mecca? 


iving “akat” or alms to the poor is another important pillar of the Moslem 
faith. Is this still practiced in this modern day? 


7, How is Ramadan abserved by the Moslems? 


6. How important is the pilgrimage to Mecca at least once in a Moslem’s 
lifetime? 


9. What privileges are enjoyed by a hadji (one who has gone 


II, ‘Termination Stage 


10, How well have you as a practicing Moslem fulfilled the creed of Islam, as 
‘embodied in the sacred book, the Koran? 


:: Evaluation Sheet for Interview 


Appendix 
Name of Interviewer: 
Name of Interviewee: 
Purpose of the Interview 
‘CRITERIA RATING 
L. Exploration/Fencing Stage 
j 


A. Method of establishing rapport 
B. Method of establishing interview objectives 


IL. Interaction Stage ‘ 


A. Format employed 

B, Facility in asking questions 

C. Variety of question types used 

D. Organization of questions 

E, Ability to elicit opinions and ideas 

F. Accomplishment af interview objectives 

G, Flow ofinteraction 

HL Use ot language, voice and non-verbe! comm 
to indicate trust, sincerity, interest, self 
confidence 


MIL. Termination Stage 


A. Summary of major points 
B. Termination of interview 


‘Other comments: 


RATING SCALE: 
1-Superior  2-Good 3-Fair_—4-Inadequate 5 ~Poor 


Name of Rator: 
Date: 


Appendix F: Basic Agenda for a Problem-Solving Discussion 


1. Whatexplanations should be made? 
‘A. What terms in the question require definition? 


B. Are there other terms of concepts inherent in the question which need 
clarification? 


1 Whatis the nature of the problem? 

‘What facts or happenings promoted a consideration ofthe problem ky the 
group? 

‘What are the evidences that the problem exists? 

‘What is the importance of the problem? Its extent? Its severity? 

What are the chief causes of the problem? 

‘What may be the results if the problem remains unsolved? 

What criteria must be established to guide the group inarriving at responsible 
solutions? 


> 


mmooe 


TI, Whatate the possible solutions (answers) to the problems? 
‘A, Possible solution (answer) number 1: 
4, Advantages (evidence and reacons supporting its acceptance) 
2. Disadvanteges evidence and reasons supporting its rejection) ~ 
B._ Possible solution (answer) number 2 
1. Advantages (evidence and reasons supporting its acceptance) 
2. Disadvantage: (evidence and reasons supporting its rejection) 
CC, Possible solution (answer) number 3: 
1. Advantages (evidence and reasons supporting its acceptance) 
2. Disadvantages (evidence and reasons supporting its rejection) 


hich is the most desirable solution (answer)? 
A. Why is iteuperior to the others? 
B. How satisfactory is it? 


\V. How can this solution be put into effect? 


Appendix G: Sample Exploratory Guide (problem of poticy) 


Probleme: What oat be done to safeguard UP students from the health risks ought by the 
Consumption of stret food sold on campus? 


I. Definition and Delimitation of the Problem 
A. Definition 
1, What is street food? 
2 What constitutes a health risk? 
B, Delimitation 
1. Are we concerned with UP high school students? UP elementary studen's? 
2. Are we concemed with street food processed in factories? With street food 
‘cooked and prepare on sidewalks? With street food cooked and prepared at 
home? Are we concerned with all? 
3. Are we concerned with unreported street food related health cases? 


IL, Nature of the Problem 
‘A. What is the status quo? 
‘What are the evidences that the problem exists? 
What are the present university regulations regarding sale of street foods? 
What are the students’ attitudes toward street food and their effects? 
What are the reasons why students patronize and consume street foods? 
2) Is palatability a cause? 
b) Is affordability a cause? 
©) Is accessibility a cause? 
B. What are the causes ofthe rise in street food related health cases? 
1. Is the preparation and handling of street food a cause? 
2. Is the lack of strict regulations ofthe administration acause? 
3. Is the proximity of the vendors with the street a cause? 
C. What are the effects ifthe probiem remains unsolved? 
D. What criteria should we use to arrive ata responsible action? 
1. Do we aim to minimize the numberof street food related health cases? 
2) Dowe'aim to increase the awareness of students about atreet food and their 
? 


eepe 


TIL Suggested Courses of Action 
A. Will ithelp if vendors are: ted? 
B._ Will it help if we launch a boycott ofthe consumption of street food? 
CC. Willit help if a University Food Regulatory Board is established? 
D. Will it help if we launch an information campaign about the diseases that can be 
caused by street food? 


IV. Appraisal 
‘A. How does each plan meet our goals? 
B. Which course of action is most feasible? 
C. How do we put it into effect? 


Leader: 


Discussion Problem: 


Appondix H: Leadership Evaluation Form 


Date: 


SA~Strongly Agree A~ Agree 
D-Disagree 


. Introductory Remarks 


1. Opens discussion 

2. Explains procedures 

3. Gets group going, 
Maintenance of Interaction 

1. Keeps members on schedule 

2. Keeps to agenda 

Communication Guidance 

1. Encourages conflictresolution 

2, Ensures members’ understanding 
3. Involves all members 

4. Sncourages expression of differences 
5. Uses transitions 

Development of Effective Interpersonal Climate 
1. Works for member satisfaction 

2, Builds open atmosphere 

3, Encourages supportiveness 
Ongoing Evaluation of Improvement 

1. Encourages process suggestions — 
2. Accepts disagreements 

3, Directs group self-evaluation 

4. Encourages improvement 
Concluding Remarks 

1, Summarizes 

2, Closes discussion 

3. Involves audience 


U- Undecided 
‘SD -Strongly Disagree 


Encircle one 


A 
A 
A 


poe PRP er > 
eae 


>>> 


pre 


u 
u 
u 


ec 


cecec 


ecce 


ccc 


yoo 


gou00 


goo 


Improvement Suggestions: 


Rated by: _ 


Appendix |: Scrambled Outline 1 


‘Study thescrambled statements taken from the body outline of an informative speech 
plan, and then do the following: 


1. Give the statement / thesis sentence of the speech. 

2. Identify the organizational pattern used to arrange the main points. 

3. Fiteach of the statements into the proper slot in the skeletal outline by writing the 
number in that slot. 


Scrambled Statements Skeletal Outline 


1. Mention comimon reletionships, beliefs, interests, 
and feelings. A 
2. Donotbelong-winded, , 
(B. Tean be factual, 
4, Fora persuasive one, this would be the proposition 3 
5. 
6 


State the main points or azgements of the speech. 
. The introduction should avoid common faults 1 
2. Offer the preliminary explanations. 4; 
Do not ramble. & 
9. Keep humor brief. D. 
= «10. The introduction should orient the audience. E 
- 11, Tell an interesting story. i. 
12. Refer to the speech occasion. A 
13. Do not apologize. 1 
14. Avoid stale humor. 2: 
15. See that itis in good taste. B 
16. Do not antagonize. ie 
17. Give necessary definitions. D. 
18. For an informative apeech, this would be the thesis. m1. 
19. Usean apt quotation. 
20, Humor isa good attention step, 


A 
B. 
21. The introduction should catch favorable ce 
audience attention. D. 


22, The story can be imaginary. 
23. State the key idea of the speech. 


Appendix J: Scrambled Outline 2 


Study th scrambled statements taken from the body outline of an informative speech 


plan, and then do the following: 


1. Givethe statement / thesis sentence of the speech. 

2. ldentfy the organizational pattern used to arrange the main point. 

F Fiteach of the statements into the proper slot in the skeletal outline by wri 
‘number in that slot 


Scrambled Statements Skeletal Outline 


ve 


. They differ according to the speaker's purpose 
‘They may be logical divisions of the speaker's 


5. Temust be clear. 
| Bach main point must directly support the statement, 


‘They may be reasons for accepting the speaker's 
Each sentence must be preceded by the proper symbols. 


Te must be concise. 
|. Check for the minimum essentials for outlining, 


a 
B 

1 Te must be a complete sentence. red 
D. 

E 


Only complete sentences must be used. 1 
Subpoints are to main peints what main points A 
are to the statement. 1 
Word the statement to indicate the speaker's purpose. eo 
Temay be to inform. 3. 
Determine the statement, B. 
‘Main points are the principal ideas supporting, 1 
statement 2 
Subpoints furnish the development needed to clarify a 
“ 
5. 


‘or prove the main points, rs 
[Alt Sabpoints mast directly support the main points 

‘under which tney fall. " 
Determine the subpoints. A 


‘Test the statement for accurac. 1 


key idea. 


Te may bo to persuade. 


proposal. 


‘Bach sentence must express a single idea. 
Determine the main points. 
It must be consistent with the speaker's purpose. 


. Temust be sufficiently Limited. 


‘The purpose may be to entertain. 


Appendix K: Scrambled Outline 3 


Study the scrambled statements taken from the body ouline of an informative speech 
plan, and then do the following: 
1. Givethe statement / thesis sentence of the speech. 
2. Identify the organizational pattern used fo arrange the main points. 
A Fit each of the statements into the properslot inthe skeletal outline by writing the 
number in that stot 


‘Scrambled Statements Skeletal Outline 


“The woodwinds include the piccolo, lute, clarinet, L 

‘oboe and the English horn. A. 

2. More than hal the average number of playess in the 
“orchestra are in the string section, 1 

3, The brass instruments include the trumpet, hors, 2 

‘trombone and tuba. uw. 

4. ‘The string instruments provide the most important re 
melodic parts of the score. B 

5. The powerful tones of the brass instruments are m0. 

moot often tised in fanfares or passages of a A 

brilliant and military nature. B, 

6, The percussion instruments contribute rhythmic life L 

and special effects to the music. 2 


7. Another division of the string section consists of W. 
those instruments which are plucked, A 
8. The percussion instruments produce sound by ® 
the vibration of stretched membrane 
cor metallic bodies. 
9, The brass instruments provide the heavy artillery 
of the orchestra. 
10, The woodwinds are nest in importance as 
melodic instruments. 
11, One division ofthe string section consists of those 
{instruments played with a bow. 
412, Another type of percussion instruments refers to 
those which produce noises. 
13, ‘The ering section is divided into two. 
H 14. The woodwinds produce sound by the vibration 
of a column of air within the tube. 
15. One type of percussion instruments refers to those 
which produce musical notes. 
16. There are two principal types of percussion instruments 


_ 


Appondix L: Sample Speech Plan 4 (to inform) 


‘Duane Mari Deang, 
‘Communication 11. 


INFORMATIVE SPEECH PLAN 


Title: Learn While You Sleep 
Specific Speech Purpose: “To inform my Comm. I audience on how to be successful in sleep 


Statement: There are four (A) prerequisites in order to be successulin sleep learning. 


INTRODUCTION 


LL Attention Step: Guten Morgen meine Damen and Herren! Heute Sprechs 0h 80st 
Teren wahrend shalfen, Don't worry, ing 

German for the rest of my speech nor will be talking about 
{German or about learning a foreign language. 

TL. Clasification Step: But surely, how would you like to learn German evel os You 
slesp? You can lear not just about German but Chemistry 
Tommulas, historical facts, dates and places and lots more. just 
ope that you will remain awake and alaias you lear what the 
fone vital requirements are to successfulsieep Texming, = > 


BODY 
LL First the sleep learner must have a confident expectation of result 
'A, Hypnopaedia does indeed work. 
1. We can hear even while we sleep. 
2. Our mental functions operate even while we sleep. 
3. Oe Sreviminating power of our corecious mind i greatly affected wien seep, 
BD. Hypnopaedia works effectively. 
1. Sleep learning is, perhaps most effective in learning language 
2. Sleep learning is also being used as a form of theraPy- 


IL Second, the sleep lesrner must be motivated to learn the subject 


‘A Virtually anything that can be leamed through verbal communication an Be 
earned through sleep learning, 


B “Thesleep lamer can record his ow lessons or use professionally presesprde PSS 


Il. Third, the sleep leamer must have appropriate equipment, 
|A. He should have a good cassette tape player. 
B, He should have an appropriate cassette tape. 
CC. He should have a headphone or earphone. 
D. He should have an automatic timer. 


1V. Lastly, the sleep learner must be relaxed before proceeding, 
‘A. "The Progressive Relaxation method is an active relaxation technique where one 
alternately contracts and relaxes the different muscle groups. 
B.‘The Autogenie Training method is a passive relaxation technique based on aset of 
‘exercises that combine auto-suggestion and relaxation. 


C. The Relaxation Response method is very simple yet effective relaxation technique. 


‘CONCLUSION 
Summary Step: Now that you know the four vital prerequisites in order to be successful 
{in sleep learning, I hope that you won't be using whatyou know just to 
sleep in class. Instead, all of you have a good night sleep learning! 


Source: Duff, James P. Learn While You Sleep New York: Awon Books, 1991. 
‘Visual Aid: Illustrations 
‘Time: 6-8 minutes 


Appendix M: Sample ‘Speech Plan 2 (to persuade) 


Wilbin Chan 
Communication IL 


PERSUASIVE SPEECH PLAN 


Title: A New Chance, A New Way, A New Peace 
Specific Speech Purpose: To leit eympathy ‘and support for the government's peace 
initiative. 
Statement, Allsecors must dotheir share so thatthe county's haps for aust and lasing 
peace may soon berealized. 


INTRODUCTION 

1. Attention Step: «The best foundation of peace isnot that which is built on fear, itis at 
‘which is the result of peace and contentment.” These were the 
Words ofthe late President Manuel L. Quezon. Five decades lates, 
ve still seem to have ailed to see this point 

IL. Clasfication Step: My spooch i efit’ “A New Chance, A New Way; A New 
pene’ for I seck a change in attitude concerning efforts to achieve 
peace in the country. Indecd previous attempts at negotiaing Pee 
rote inarred by fear, uncertainty and doubt. Now, the government; 
Thenabets and wwe as ordinary citizens must do our share inorder 
that past mistakes will not be repeated. 


BODY 
1. The government should make conditions such that rebels eft and right will give up 
their armed struggle willingly. 
‘A. The governments peace initiative s the most promising t date, 
jp Stil more has tobe done by the government for irus reconciliation. 
Su Government must address basi social issues ike poverty en jusies, 
a Government must reform its burcaucracy 50 that trast and confidence may be 
restored. 
1. The rebel must also contribute inthe direction of establishing lasting Pent 
‘A, The rebels must reciprocate the government's show of goodwill 
B. The rebels must be willing to try other waye of receesing thelr BFIEVANGSS- 
4. Reforms must promote goodwill and not conflict, 
2. Reforms mast refrain from and even denounce violence as undesirable. 
Il. We, as ordinary citizens of the Republic, must do our share to help in this quest for peace. 


‘A. Earlier peace efforts have failed because ofthe lukewarm support given by a 
‘seemingly unconcerned citizenry. 


{ 


B. Ordinary citizens will make the difference in this peace process. 


1. Peace is not government's business only. 
2. Only through active pursuit of and support for the peace process by all 
citizens on fear and hesitance be eliminated and absolute trust be built. 


‘CONCLUSION 

Summary Step: Ladies and gentlemen, I present this speech because I feel that we have 
failed to realize our mistakes from past failure. Now is our final chance 
{for peace. Treat this opportunity otherwise and or country faces utter 
ruin, Let every citizen be wamed of this and remember this constantly. 
God willing, peace and unity shal be finally bestowed upon our long 
aggrieved nation. 


References: “President's Call for Reconciliation” Manila Bulletin, August 26, 1992, p.6. 
“Big Gamble,” Manila Bulletin, August 27,1992. p.7. 
“Peace Talk Begin on Positive Note,” Manila Bulletin, August 31,1992, p-1- 


Time: 68 minutes 


‘Appendix N: Sample Speech Plan 3 (to impress) 
Lucy Lim 
‘Communication It 


SPEECH PLAN 
(Gpeech to Impress) 


Title: A Dime Among Nickels 
Specific Speech Purpose: “To impress my Comm. Ii! audience ofthe legacy of the late Carlos 


P, Romulo. 
Statement: Carlos P, Romulo's legacy as an educator, writer, eneral and diplomat shall long, 
be cherished. 
INTRODUCTION 


1. Attention Step: Haveyou ever imagined youre at this age to be the editor of 
tending morning daily? Have you ever pictured yourself sleeping 
under a tree in times of war just to find out the next morning that 
the tee had disappeared and in place of ita bomb-blasted pit? 
Soems impossible, right? But they all happened i the life ofthe 
legendary Carlos P. Romulo, 

II. Clarification Step: Yes, thore once lived a man named Carlos P. Romulo, wien 
‘evury Filipino can well be proud of. Weshall long cherish his 
legacy as an educator, writer, general, end diplomat 


BODY 


1. Romulo was an ideal educator. 
'A._ Asa professor, he enthusiastically imparted his knowledge to his studen’s 
B._ He-was chosen “Outstanding Filipino Educator” for is work as UP President 
1. He loved listening to young peopie unc-sharing their points of view. 
2. He founded his administration on truth and freedom. 
3, He launched the nationalistic end in the campus. 
“4, He made possible many physical renovations in UP. 
ML. Romulo excelled as a writer. 
‘A. Awa prolific writer his articles contained elements f hilarious anecdotes, on 
‘mots and sharp wit. 
2, He used his writing t show how proud he was of his Filipino blood. 
+L. Heused his pen to combat prejudice and injustice committed by the 
‘Americans against Filipinos. 
2. Inmany ofhis editorial writings, he supported the eause of Philippine 
independence and freedom from the Americans. 


Tii, Romulo's military record during WWII remained unsurpassed. 
'A. His bravery and courage were best exemplified when he joined the forces of 
MocArthur. 
1, His job was to broadeast information about the ongoing fight between the 
Fil-Am forces and the Japanese. 
2. His refusal to leave the battlefield made him the “last man off Bataan.” 
B, His unrelenting faith in democracy and his fighting spirit became an inspiration 
in times of hopelessness. 
14. His broadcasts gave encouragement to the weary Fil-Am forces, 
2. Hils other more dangerous job wasa lisicon between Corregidor and the 
Bataan frontline. 


1V. Romulo was an internationally known and respected diplomat. 

|A. He advocated the democratic principles of liberty, justice and equality for all races 
and colors. 
fin many of his speeches, he stressed the dream of the small nations to be 

granted individual freedom. 

2. He challenged the tyranny of antiquated social systems. 

B. He fought hard for upholding our country’s integrity. 

C. He fought valiantly in the halls of the American Congress for the welfare of the 
Filipinos. 
1. He exerted efforts for acts to be passed for the reconstruction of the 


Philippines after the war. 
= 2, He worked for the reparations and social reforms for our countrymen. 


=, He worked for the promotion of universal peace and order through the United 


Nations. 


CONCLUSION 


(is sad to say that a great man like Carlos P, Romulo cannot live forever. 
On that fateful day of Dec. 15, 1985, he passed away peacefully. A person 
like him, unique, unsurpassable and special comes but once in a 
generation. When once asked how he felt among the tall Americans, he 
said, “I ell like a dime among nickels.” Indeed, Carlos P, Romulo was & 
dime among nickels, 


Summary Ste 


Sources: Brilliants, Gregory C. “Delights and Difficulties of a Diplomat” Philippine 

Panorama, 5 February 1994, 5. 

Joaquin, Nick. “The Seven Ages of Romulo.” Philippine Panorama, 14 January 
1979, 6. 

Wells, Evelyn. CPR: Voice of Freedom. New York: Funk and Wagnalla, 
‘Company, Inc. 1964. 

Zehnpfennig, Gladys. General Carlos P. Romulo = Defender. Minneapolis: TS. 
Denison and Company, Inc. 1965. 


Visual Aid: portrait of CPR 
Time: 68 minutes 


Appendix 0: Sample Speech Plan 4 (to entertain) 


Marco Philippe M. Araneta 
Communication IL 


(Speech to Entertain) 


Title: Bad Girl 
Specific Speech Purpose: To entertain my Comun: I cass of the horrors of having 


two-year old sister, 
Statement: My ttle sister stole our family’s freedom, privacy sanity, dignity and most ofall 
‘car hearts 
INTRODUCTION 


1. Attention Step: The eve of November 4,1995 was the nightof the worst super: 
‘ypphoon to ever hit the Philippines. That was the game night my 
other was rushed to the hospital due to painful contractions, 

‘A night my family would rather forget, because it was the night 
this gil was bor. Youare looking, at Veronica Marie Araneta 
“otherwise known as Anica, but most ofthe time known as BAD 
GIRL, 

IL. Clasfication Step: She is not bad for no re:son. She is gully of armed robbery and 
assault, You see, she siole our family’s freedom privacy, sanity and 
dignity. But most of all, she stole cur family’s heart! 


BODY 
1. This bad gitl stole my family’s freedom. 
|A. Noone is allowed t leave the house without her permission. 
B. Outtime is not ours, itis hers. : 
1. Weeat only when she eats. 
2. Wesleep only after se sleeps because she cannotsleep without all of us there 
to make her sleep. 
43, We wake up before she wakes up because she will dry her eyes outif one of 
us is missing, 
M1, This bad girl stole my family’s privacy. 
A. She plays everywhere and messes up our beds, desksand rooms, 
B.. Relatives drop by and visic her all hours of the day. 


LL, This bad giel stole my family’s sanity. 
‘A. Our home is a circus where people talk to dolls, 
B. We live by a new set of rules everyday, 
's well-being and good mood comes first. 


2. Everything else is only second. 


IV, This bad girl stole my family’s dignity, 


‘A. Wehang our heads in shame whenever she makes a scene in department stores, 
churches and hospitals, 


B. Wehang our heads in shame whenever she throws food around in restaurants or 


even worse, when she soils her diaper and needs to be changed. 


V. This bod girl stole my family’s heart. 


A. When you're most angry, she has a way of kissing you, hagging you and saying 
"Si, Manong Mako.” 

B. When you've had the most tiring, demanding, depressing day at work, school or 
at home, she'll be waiting, for you by the door, waving and screaming in delight, 
soexcited to see you. 


. C. When you leave for work or school, she'll be by the window waving good-bye. 


CONCLUSION 


Summary Step: Now you know how this screaming tomado has transformed our once 
‘quiet and sane family. Call us idiots or lunatics. She's a bad girl alright 
but she’s the cutest and most adorable bad girl on this face of the planet. I 
love my sister. but one is enough! 


Visual Aid: blown-up photo of Anica 
Time: 68minutes 


| 


-_ 


Appondix 


: Speech Evaluation Form 


CH EVALUATION FORM: DIMENSIONS FOR IMPROVEMENT. 


The items checked below indicate that you need: 


CONTENT 
to be better prepared 
a better choice of eubject 
a more refined aubject to fit time limit 
better evidence 
— more concrete support for your points 
to develop ideas ore fully 
to use more illustrative materials 
to bring out meaning 
__-more attention-getting and 
interest devices 
_to show more originality in your speech 


LANGUAGE 
__ to defineterms 
to be more precise in your phrasing 
and choice of words 
__ to be more concise; you tend to be wordy 
to watch your grammar 


AUDIENCE 

___ to bo moro gensitive to Hstener foodback 

___to adapt speech more to the situation 
and audience 


ORGANIZATION 

___a more imaginative introduction 

a more appropriata introduction 

__ better transitions 

to show a more logical 
progression of ideas, 

to skeletonize the development 
ofthe speech 

«to clarify the central purpose 

to improve organization of 
individval points 

a better conchusion 


SPEAKER DELIVERY 
___a slower rate of speaking 
— more warmth and friendliness 
—_ more sincerity 
__ more vitality and energy 
__ more overail poise 
more directness & consistent 
eye contact 
_.to be less notebound 
___ better posture 
__ to eliminate distracting 
‘mannerisms 
to move about more 
‘more expressive and 
appropriate gestures 
__ more pitch variation and 
tone color 
___ greater change of pace in rate 
to be more distinct in articulation 
and enunciation 
__ improved pronunciation 
— to avoid “ul’s” and “er's” 


Appendix Q: Sample Special Occasion Speecti 


“Tugon ng Mag-aaral” * 
By Joseph Nathan Cruz 
‘Magna cum Laude 
BA English Studies, Creative Writing 


Undersecretary Rosario Manalo, Dean Josefina Agravante, esteemed faculty, dear parents, fellow 
‘graduates, good evening. 


Let me begin by saying that my mother isa domestic helper. In other people's homes, she cooks, 
does the laundry, cleans the bathroom, and takes care ofthe infants. She put me through school 
doing that kind of work because that was the only thing she could do. She never finished high 
school, never enjoyed bourgeots kixurics. And later tonight, we'll be going home to our hovel in 
fa squatter area in Taytay, Rizal dubbed Coco Village because most c# the houses are made of 
cheap, coco lumber. 


‘And yet few of my classmates know that. Most are comfortable with their neat picture of the 
world. Comfortable with cute, litle concerns in the university like projects and papers, reports, 
boyfriends and girlfriends, tocn hymen, cheap tril in the lagoon, concests, cell phones, night 
lives, And in this age that flaunts plobalization andthe advance of technology, we are led to 
believe more and more that we have entered an age of solidarity, unity, an age where theres 
inter-connection ina global villag-that continues to spawn genuine development for all 
‘mankind. Indirectly, it leads us to a complacency suprorted Sy the lie that the world is alright. 
‘Afterall, we feclalright. The pain ana suffering exists somewhere out thereto a rev insizrificant 


People 


Thave walked among you. But lostin anonymity, I amassumed to be no different from anyone 
even by some of my friends, When Iwas « freshman, « uve friend of mine enjoyed lambasting 
the squatter, thejologs, for their bad behavior, their bad smell, their propensity for breeding baby 
after baby whom they cannot support. My friend did not realize that I was from that 
background. He did not realize that I grew up watching my friends die of sickness or get 
pregnant too early, or get injured or killed in petty stret wars, or go to jail, or to get resigned to 
the typical, monotonous lifestyle ofthe poor. And theassumption that everything is alright 
grows with the lie that we are more or less the same, tat we are united, that the dawning new 
world order has started to bring the sought after solidarity. 


But the right approach to true solidarity and unity isnot one that denies difference, denies the 
pain of the oppressed just because tis not beautiful, oras our country’s President says, “Itis too 
depressing,” The right approach i to expose the truth highlight the difference and work for its 
remedy. For as long as there are poor people, Moros discriminated upon, oppressed women, 
abused children, and multitudes of other categories consigned to the margins because they 
threaten the image of unity and stability that feeds theestablished status quo, there can beno 
true solidarity. 


But the creativity ofthe artist, the magic oftheir potent images, the words of the men and women 
of letters — these have the power o traneform, powerto take our poople from the stupor that 
{gives thom dreams that are lies. Power to destroy myths and create a world that is bemutifal and 
true. 


Of course the arts and letters can be used the thes Way. The way that seis out aids sonsuption: 
Charente the potentiality of whats good. But willyou? As grasuates we ae in a phase Yast 

eae eres to taunt us with the question, “Who do you sell your brains €0?" It is easy © be 
complacent. “To believe the fies, But we shouldn't. We owe it to our teachers who taught us 
tathenly despite the low salary, to our parents who worked so hard for us art to our people 
ec blood and sweat built this intitution and continue to put us throughschool. We owe to 
Haare mome the prophets of this age that wall preach the true gospel of solidarity. Only then 
area call be truly one ina world where it would make perfect sense to celebrate chet > 
quater ako, katulong ang nanay ko - and we are proud because, and not in spite of, the fact. 


rm sure all of us have fasues about which welzep silent because ofthe power of the lies, This is 
the day t be free. [call on you ~ fellow scholars and artists, unite 


“Delivered during the CAL Recognition Rites hel 


on April 15, 2000 at the Faculty Center, University of 
the Philippines 


